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J CHAPTER I 
INTRODUCTION 
The pressing and growing need for a clarification of the duties 
and status of college registrars is widely recognized. Nevertheless, 
as is evident to anyone who seeks such information in our libraries, 
very little has been published on this matter. Much of the available 
material which has been published must be credited to the American 
Association of Collegiate Registrars and Admissions Officers through 
its quarterly publication, College and University. It is hoped that 
this study will lead to fruitful discussion, further research, and a 
better understanding of what a regist~ar's training, duties, and posi-
tion should be. 
Statement of the Problem 
The problem of this study is to determine the status, functions, 
and problems of registrars as indicated by the active registrars of 
selected four-year accredited colleges and universities, and to assess 
the place which competencies in business education have in the regis-
trar's performance of his duties. 
Scope of the Study 
This study entails personal interviews and a questionnaire sur-
vey of the status, function, and problems of registrars of selected 
-1-
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private and public colleges and universities which are located through-
out the United States. Particular attention is given to responses of 
the registrars in relation to the size of the school in which they are 
located. 
As all institutions do not use the title registrar, the check 
list was sent to either the person bearing the title registrar or the 
person whose name was listed in the official directory of the Spring, 
1959 edition of College and University. 
Justification of the Study 
It is the hope of the writer that this study will be of value 
first to registrars in identifying the minimum educational qualifica-
tions of registrars, the general duties, and especially the problems 
which may be facing registrars. 
Secondly, the study should be of value to college administrators 
in providing a wider knowledge of the various functions and duties which 
are performed by registrars. Also, it is hoped that it will be of value 
to administrators who are revising their organizational plan or contem-
plating engaging a new or assistant registrar. 
Thirdly, the research should benefit those persons who are re-
sponsible for establishing courses for registrars. By means of a study 
of the duties and functions of registrars, a pertinent program of study 
could be developed. Few colleges, if any, offer a program especially for 
registrars. There are suggestions made, from time to time, that courses 
in such fields as education, business, guidance, and administration 
3 
are helpful. However, few, if any, offer an established and organized 
program. Occasionally, a university offers a workshop for registrars. 
Through these workshops, the material made available by the American 
Association of Collegiate Registrars and Admissions Officers, and other 
professional literature, enables students to gather limited information 
on the duties of registrars. The common method is to acquire the posi-
tion and then try to figure out one's duties in relation to the other 
administrative officers. 
At the November, 1961 meeting of the New England Association of 
Collegiate Registrars and Admissions Officers, a member asked a gather-
ing of about forty colleagues how a student would prepare himself for 
a position as a registrar. Very little was offered in the way of en-
lightening recommendations. One registrar suggested that the student 
visit a registrar's office and observe the proceedings. Another sug-
gested that the student earn a college degree and then obtain a job in 
a registrar's office. 
Nock reports on the evident lack of courses which are available 
to those who are interested in training for the position of registrar: 
Registrars and Admissions Officers just happen. That 
remark is made often enough, and often with the implication 
that the fact is wholly regrettable--that it is too bad that 
there is no course of training generally available for those 
who look forward to activity in the fields represented in 
the Association. No one can doubt that life can get pretty 
rough for neophytes in the profession; but even neophytes can 
add to the unique strength of the profession that is the re-
sult of our having no specific school for registrars and ad-
missions officers.l 
lNock, S. A., "School for Registrars and Admissions Officers, 11 
College ~ University, The American Association of Collegiate Regis-
trars and Admissions Officers, 29:448, 1954. 
Background Information 
on the Position of Registrar 
As Donovan reports, the title "college registrar" is not of 
recent origin: 
The professional ancestry of the college registrar can 
be traced back to the great medieval universities of Europe. 
In those universities, under the rector and the proctor, the 
most important officials were the beadles. The beadles had 
a great variety of duties. Some of these were ceremonial, 
such as carrying the mace at the head of academic processions. 
Others were disciplinary and had to do with maintenance of 
good order. Still other duties were of the kind which, in a 
modern college, belong peculiarly to the registrar.2 
In 1506 Cambridge University had a registrar and in 1591 the 
office of the registrar was organized at the University of Dublin. 
The word "registrar" comes from the Latin word regesta, which 
means recorded or listed. 
4 
Regarding the office of registrar, Connelly states the following: 
The registrar was one of the principal administrative 
officers in the 16th Century at Cambridge and Oxford Univer-
sities. He, with assistants, recorded the proceedings of 
the university senate, had complete charge of all university 
documents, and acted as secretary to the various university 
boards. Many of the functions and duties of this office can 
be traced back to the origin of the office. It is, therefore, 
an historical fact that the office of the registrar is of 
medieval origin and not a comparatively new office as is com-
monly believed.3 
2Donovan, Alfred P., "The Development of the Registrar's Office," 
Problems of Registrars and Admissions Officers in Higher Education, 
The Catholic University of America Press, Inc., Washington, D. C., 1955, 
p. 3. 
3connelly, Thomas R., The Registrar, Washington Irving Pub-
lishing Company, Newark, New Jersey, 1951, p. 12. 
5 
The role played by the registrar in America was very different 
from that of English registrars though the structure of the universities 
in both countries was similar. 
Donovan comments as follows on the office of the registrar in 
our early American universities: 
In the early colleges in America the office of the 
registrar did not exist and there appears to have been no 
need for it. Enrollments were small •... With these small 
numbers it was possible for the college president to be his 
own registrar. He interviewed the prospective student, 
passed on his qualifications for admission, acted as his 
adviser in many matters, and personally kept his academic 
record. The archives of numerous colleges still retain the 
old bound registers of students and their grades, all care-
fully set down in the handwriting of their presidents.4 
The development of the office of registrar in the United States 
began about 1860. Smerling believes: 
. • • that from 1860 to the present there seem to be three 
stages in the metamorphosis of the office: first, when it 
was usual to assign the duties of the office to a professor, 
and then later to a clerk. This lasted until about 1920. 
The second, when the duties were largely clerical, and the 
office was considered comparable to that of a bookkeeper. 
In some places this concept still prevails. The third, which 
began some thirty years ago, when the registrar is a person 
who analyzes, interprets, and reports accumulated data.5 
Even today, the title "registrar" is not even mentioned in the 
fourteenth edition of the Encyclopedia Britannica. 
4Donovan, £E.. cit . , p • 4 . 
5smerling, William H., "The Registrar: Changing Aspects," 
College ~ University, The American Association of Collegiate Regis-
trars and Admissions Officers, 35:2:192, 1960. 
6 
The academic attainment of the registrar, too, may vary from a 
high school diploma to a Ph.D. Today the title of college registrar 
has very little real significance. 
There appear to be surprisingly few duties common to registrars. 
Some have positions of great authority, whereas others have no author-
ity at all. Some are, others are not, faculty members. Some do, others 
do not, make up the schedule. Some are members, even chairmen, of sev-
eral committees, others are not even present at any committee meetings. 
Some have much student guidance work to do, others have no such work 
at all. Some teach several courses, others have no teaching duties or 
qualifications. 
It is the opinion of this writer that the title registrar should 
denote definite professional standing and a definite sphere of activity. 
It should be as meaningful as professor of mathematics or director of 
guidance. There are difficulties in attaining this clarification be-
cause of the vast number of different activities presently performed by 
registrars, and because of the great difference in the size of student 
enrollment in colleges and the different aims of colleges. 
It would seem that every registrar should have the qualifica-
, 
tions to be associated with the administration-and be professionally 
concerned with the recruiting, selection, admission, and registration 
of students; also with scholarships, the supervision of academic rec-
ords, schedule planning, and cata~ogue preparation. Registrars should 
also be a sort of harmonizing influence between administration and 
faculty, and between faculty and students. 
Defferrari made the following remarks regarding registrars: 
Unfortunately, as far as registrars and admission of-
ficers are concerned, an opinion prevails in some quarters 
that any fairly accurate clerk is well qualified for the job. 
In reality, the work of these officers is such that it brings 
them into close contact with members of the student body, the 
faculty, and almost of every phase of college and university 
life. Accordingly, they should be persons of genuine ability, 
capable of making contributions to the solution of the general 
problems of higher education.6 
He continues to state that only when registrars are recognized 
as important members of the administrative organization can they con-
tribute their best in helping to establish and carry out the policies 
of the institution. 
Summary 
This chapter has presented the nature of the problem of this 
7 
study, which is to identify as clearly as possible the status, functions, 
and problems of registrars in four-year accredited colleges and to as-
sess the place which training in business education has in the training 
of registrars. Background information on the position and role of the 
registrar and of the value of the study has also been given. 
The following chapter deals with related literature. 
6
nonovan, ££· cit., p. iii. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
The available literature on the status, training, and duties of 
the registrar is somewhat limited. Many of the references which are 
found in books on personnel services mention the registrar only in re-
lation to his work with admissions. The scarcity of references to the 
registrar in books on administration may be due to the inadequate 
definitions of his position as well as the wide variety of duties per-
formed by individual registrars. 1 Haley, for example, makes several 
references to the registrar, but they are only to the registrar in 
his role concerning admissions. 
That the registrars themselves are concerned about definition 
of status and duties is indicated by the increasing number of reports 
and studies which they have published frequently in College and Uni-
versity, the quarterly publication of the American Association of Col-
legiate Registrars and Admissions Officers. In addition, there have 
been a very few dissertations and theses which are concerned with the 
registrar. 
The literature was reviewed in an attempt to determine the 
• 
registrars' attitude toward their status, training, and professional 
duties and problems. 
1Haley, Arthur F., An Analysis ~ Critique of the Full-Time 
Director of Admissions ia American Colleges and Universities, Doctor's 
thesis, Boston University, 1960. 
-8-
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One of the earliest investigations of the duties of the registrar 
2 
was made in 1925 by Floyd B. O'Rear, who prepared an instrument listing 
359 duties usually associated with the office in order to investigate 
the duties performed by college registrars. Seventy-two, or 68 per 
cent, of the 106 schools responded. From an analysis of the results, 
O'Rear concluded that the registrars performed very diversified duties 
which covered practically every phase of the administrative function. 3 
In the period between 1925 and 1958 there had been no great 
clarification of their status and duties. 
4 Guenther completed a study in 1958 which examined the functions 
actually performed by college registrars in degree-granting colleges 
and universities accredited by the North Central Association of Colleges 
and Secondary Schools. These functions were evaluated by a jury of 
registrars and admissions officers in the field. On the basis of the 
results, Guenther concluded that the registrars entered the field of 
the registrar from various types of employment and that this could be 
due to the fact that there was no standardized training program for 
registrars. He further concluded that the average number of years of 
2o'Rear, Floyd B., The Duties of the Registrar: An Analysis of 
the Work of the Registrar in Schools ~ Training of Teachers in the 
United States, with~ Development of~ Forms in Relation 12 Services 
Rendered, Doctor's thesis, Southwest Missouri State Teachers College, 
1925. 
3rbid., p. 28. 
4Guenther, Louis, ! Study of ~Functions of~ Registrar in 
Degree-Granting Colleges and Universities Accredited ki the North ~ 
~Association of Colleges and Secondary Schools, Doctor's thesis, 
University of Pittsburgh, 1958. 
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experience of college registrars was 11.35, which indicated that as a 
group they had tenure of office. 5 
A doctoral dissertation completed by Sister Francesca Glancy, 
6 C.P. in 1962 had for its purpose the following: 
to examine the various factors which have contributed to 
the evolution of the office of the registrar and which have con-
stituted its executive a key figure in the administration of 
the American Catholic four-year liberal arts college for women. 
It proposed to highlight and appraise the current practices of 
this office prevalent in these institutions. Furthermore, an 
effort was made to determine the relationships of this office 
with other administrative offices in the light of academic and 
professional developments and public relations.7 
The study consisted of a survey of 93 Catholic colleges with en-
rollments that ranged from 115 to 1,438 students. Seventy, or 75 per 
8 
cent, of the questionnaires were evaluated and analyzed. 
The problems enumerated were similar to those of other colleges 
and were concerned with a lack of trained personnel, inadequate facil-
9 ities, and a shortage of funds. 
Some of the conclusions of the study were as follows: 
1. The counseling duty seemed to be moving out of the 
registrar's office. Only 27 of the registrars considered this 
one of their duties. 
2. There was agreement among the majority of these regis-
trars that some preparation in college organization was necessary 
5Ibid., p. 135. 
6Glancy, Sister Francesca, C.P., ~Present Status and Role of 
the Registrar ~ ~ Selected Number of catholic Four-Year Liberal Arts 
Colleges ~ Women, The Catholic University of America Educational Re-
search Monograph, no. 5, The Catholic University of America Press, 
Washington, D. C., 1962, Vol. XXV, p. 6. 
7 Ibid., p. 6. 8 ..Th!5!. , pp • 6-7 . 9 Ibid., p. 139. 
for the aspirant to this office; many were of the opinion also 
that same business training was essential. 
3. There was evident much duplication of duties between 
the registrar and the academic dean and in consequence unneces-
sary expenditures of time and energy. 
4. Although no standard taaining program has been estab-
lished for the training of registrars, yet, some attention has 
been focused on in-service training at national and regional 
meetings of registrars; and at workshops, such as those scheduled 
by The Catholic University of America, The University of the 
Pacific, and New York University.lO 
11 
The work of registrars in small New England colleges was studied 
by Florence Winsor11 in 1960. She surveyed 28 college registrars in 
the New England area. This study resulted in the following conclusions: 
1. The duties and responsibilities of registrars in small 
New England colleges varied greatly from one college to another. 
2. The number of persons employed to assist in the regis-
trar's office was determined primarily by the distribution of 
responsibility within the college rather than by the size of the 
enrollment. 
3. Part-time help was used more by small colleges than by 
larger colleges. 
4. The amount of committee work undertaken by the registrar 
depended on the size of their office staff rather than on the size 
of the enrollment. 
5. The tendency was for the larger colleges to divide the 
work of admissions and registrar into two separate offices whereas 
the smaller colleges tended to have one office responsible for 
both areas ,12 
lOrbid., pp. 139-141. 
llwinsor, Florence M. J.,! Comparative Study of Forms~ Prac-
tices 2£ Registrars in Small New England Colleges, Master's thesis, 
Boston University, 1960. 
12 Ibid., pp. 60-61. 
At least one of the duties of the registrar is discussed by 
13 Tracy in his investigation of the use of faculty committees in the 
administration of colleges. He reports the following: 
College registrars hold third rank in committee chair-
manships with a frequency of nine (6.2 per cent). However, the 
majority of these officers serve as chairman of only one com-
mittee, the admissions committee.l4 
12 
15 Kenneth Little reported that the office of the registrar should 
engage in the three central functions of most collegiate institutions--
education, research, and service. He believes that the office of the 
registrar, including the admissions offices, render many essential 
services which include well-conceived record systems. He developed his 
idea that the registrar should be concerned with educational interpreta-
tion in the following way: 
1. to interpret the institution to prospective students 
and their parents, pointing out the institution's opportunities 
and requirements. 
2. to interpret the students to the institution, pointing 
out their special interests, capacities, and needs. 
3. to interpret student progress and achievement, or the 
lack of it, to the faculty, pointing out areas for study of cur-
ricular, marking, and admissions practices. 
4. to interpret teaching load, classroom use, and student 
13Tracy, William R., ~Study of the Use of Faculty Committees 
in the Administration of Colleges ,!2!. the Education of Teachers, 
Doctor's thesis, Boston University, 1954. 
14Ibid., p. 193. 
15Little, Kenneth, "Other Aspects of the Work of the Registrar," 
College and University, The American Association of Collegiate Regis-
trars and Admissions Officers, 27:4:527-528, July, 1952. 
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retention rates to the administration, pointing out needed adjust-
ments. 
5. to interpret the institution to the general public 
through issuance of catalogues and bulletins, and through public 
appearances.l6 
At the 1953 national meeting, one of the workshops held was en-
titled "The Registrar and Admissions Officer in Administration." Met:z 17 
summarized the procedures of the workshop and pointed out that the dis-
cussion led to some tentative generalizations concerning the practices 
and trends with regard to the registrar and admissions officer in admin-
istrative work. He further stated: 
. . . no drastic change is occurring in the place of the regis-
trar in the administrative hierarchy, but . . • two trends are 
apparent: (a) the work of admissions is being delegated to 
another individual who either is under the registrar or is a co-
ordinate officer, and (b) there is some tendency especially as 
an institution grows, for the registrar to be placed under a 
vice president, provost, dean of student affairs, or some other 
comparable officer.l8 
The one task which is performed most widely by registrars is the 
keeping of records. In regard to that duty Kern reported: 
If all these records are to be of any value, they must be 
kept readily accessible and in a form conducive to their con-
tinued use. Unless records are properly indexed and adequately 
16rbid., pp. 527-528. 
17Metz, G. E., "The Registrar and Admissions Officer in Adminis-
tration," College and University, The American Association of Collegiate 
Registrars and Admissions Officers, 28:4:503, July, 1953. 
18Ibid., p. 503. 
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stored, they might as well not be in existence, for records which 
can't be found readily or interpreted easily when they are found 
are of little value.l9 
In his address to the 42nd Annual Meeting of the American Asso-
ciation of Collegiate Registrars and Admissions Officers, Smith warned 
the registrars that increased enrollments would also increase the paper 
work. He advised them against spending too much time on clerical work: 
Throughout the nation, the registrars' offices have--on 
the average--been understaffed. The clerical nature of so much 
of the work has caused presidents and chancellors to depreciate 
its significance in comparison with instruction and research. 
In many instances this situation has forced the registrar and 
ranking assistants to spend too much time on details and not 
enough on administrative matters. This identity with minutiae 
has not been too helpful, and as the 'rising tide' gets higher 
it is imperative that the registrar protect himself with ample 
aid, or he surely will be lost in the maelstrom of numbers when 
the full force of the increase hits his institution. If he gets 
the adequate protection, he will have time to study the over-all 
problems, to be reflective, to use his imagination, and to main-
tain his position as an administrative officer.20 
21 In a recent article, Smerling discusses "the evolution of the 
registrar" and presents a few aspects "of a stewardship that is complex 
in function and lively in development." He further states, ''With the 
rapid growth of the colleges and universities the duties and functions 
19Kern, D. W., "Oh! Those Old Records," College and University, 
The American Association of Collegiate Registrars and Admissions Of-
ficers, 32:2:234, Winter, 1957. 
20Smith, Ira M., "Looking Ahead to 1970, 11 College and Univer-
sity, The American Association of Collegiate Registrars and Admissions 
Officers, 31:4~473-474, Summer, 1956. 
21smerling, William H., "The Registrar's Changing Aspects," 
College !££ University, The American Association of Collegiate Regis-
trars and Admissions Officers, 35:2:180, Winter, 1960. 
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of the registrar's office have multiplied proportionately." In dis-
cussing the classical function of the office, he says, "The duties have 
ranged from janitorial to journalistic. 1122 The lack of definition of 
23 these duties he terms "the quandry of the registrar." 
Ruth Jass discusses the status of registrars as follows: 
Their status ranges from top-level administrator to clerk; 
their salaries are almost as varied. Yet all of these people are 
collected into a group whose chief objective is the advancement 
of the profession. But how cam there be unity without singleness 
of purpose?24 
She further states that registrars can call themselves profes-
sionals when: 
. • • registrars as a group have a singleness of purpose in the 
top stratum of university administration; when we can state our 
function and define our goals; when our membership is profession-
ally trained and informed to perform these functions and to reach 
these goals--then, and then only have we the right to call our-
selves professionals.25 
To answer her own question, "What, precisely are we purporting 
to professionalize?" Lois E. Torrence drew from her own experience: 
After three years earlier experience as a director of 
admissions, I find it comparatively easy to enumerate the duties 
of an admissions officer. But twice that length of time in a 
registrar's office has had the opposite effect. Today, I am far 
22Ibid., p. 182. 23Ibid., p. 186. 
24Jass, Ruth, "The Registrar--An Unknown Quantity, College ~ 
University, The American Association of Collegiate Registrars and Ad-
missions Officers, 38:2:162, Winter, 1963. 
25rbid., p. 164. 
less certain of the duties of a registrar than I was several 
years ago when I was a novice in the field.26 
16 
Regarding the two areas which all registrars consider their par-
tial responsibility, Torrence believes that they are: 
. • • the maintaining of student academic records and the 
supplying of certain statistical raw data. 
These two functions have neither a necessary nor a clear 
relationship to a professional status. Indeed, to put it bluntly, 
in a small institution they are basically clerical. In a large 
institution using automatic data processing they are essentially 
clerical and technical, and, perhaps managerial. These are not 
the elements of a profession.27 
Torrence believes that it is desirable to have the position of 
registrar considered a profession "if the position can be more univer-
sally utilized for significant and positive aspects of educational ad-
ministration and if it can be more closely identified with the animate 
rather than the inanimate aspects of higher education."28 
R. Fred Thompson summarized the areas which rightfully receive 
direction by the registrar as follows: 
1. Admissions 
2. Records 
3. Statistics 
4. Student Counseling 
5. High School Visits 
6. Committee Work 
7. Correspondence 
26Torrence, Lois E., "Registraring as a Profession," College and 
University, The American Association of Collegiate Registrars and Ad-
missions Officers, 28:2:165, Winter, 1963. 
27Ibid., pp. 167-168. 
28rbid., p. 169. 
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8. Registration 
9. Editorial Work 
10. Military Officer 
11. Foreign Student Adviser 
12. Miscellaneous.29 
Summary 
The study of the related literature indicated that neither the 
status nor function of the registrar has been clearly defined. It in-
dicated that the registrars themselves are attempting to establish a 
professional status for the position, hut that they acknowledge this 
as difficult unless there is some recognized pattern of duties and func-
tions common to all registrars and some training requirements demanded 
of those entering the profession. 
The writer has consulted all of the above-mentioned studies and 
articles for background information. They have also been used as indi-
cations of specific duties, functions, and problems which affected the 
preparation of the instrument used in this study. 
29Thompson, R. Fred, "The Origin, Background, and Philosophy of 
the Office of Admissions and Records," College !m.5! University, The Ameri-
can Association of Collegiate Registrars and Admissions Officers, 29:100: 
108-109, October, 1953. 
CHAPTER III 
METHODS OF PROCEDURE 
Selection of Universities and Colleges 
This dissertation is limited to a study of active registrars 
in accredited colleges and universities. The term college throughout 
this thesis implies an accredited college or university. 
As some institutions do not use the title registrar, the of-
ficial listing in the Spring, 1959 edition of College and University 
was used in order to determine the name and title of the person to 
whom the check list should be addressed. It was decided to limit the 
study to 600 active registrars from four-year fully accredited colleges. 
As an attempt was made to have a representation from each enrollment 
classification, the size of the school rather than its location was 
considered when the mailing list was compiled. 
Research Design 
In the beginning of this study, check lists were sent to 
selected registrars in the New England area. The check list and a 
letter of transmittal were sent to thirty New England registrars. 
The writer purposely did not state that they were participating in a 
pilot study so that a normal response would be received. Of the 30 
check lists which were sent, 28, or 93 per cent, were returned. A 
list of the 28 respondents is included in the appendix. 
•18-
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Personal interviews. The returned check lists were carefully 
studied and it was decided to visit 14 of the responding 28 college 
registrars for the purpose of ascertaining their views and hearing 
their comments on the check list before sending it to 600 selected col-
leges. The writer felt that the personal interviews would also provide 
additional information regarding the status, the problems, and the 
functions of the registrar together with the effect that increased 
student enrollment has had on his duties. It was assumed that the 
personal interview would assist in clarifying the check list and would 
also help in determining: (a) the completeness of the list of duties, 
(b) the clarity of the wording, (c) the applicability of the groupings 
used, and (d) general suggestions for improving the check list. 
A letter was sent to each of the 14 colleges and an appointment 
was made for the personal interviews. Each official of the 14 colleges 
acknowledged the letter promptly and granted the writer an interview. 
The 14 registrars interviewed are active and experienced regis-
trars who are interested in and familiar with the problems of registrars. 
The interviews lasted from one to two hours and were of grea~value. 
Among the colleges visited were the large and the small, coed-
ucational institutions, as well as those for men only and those for 
women only. These colleges are located in Massachusetts, New Hampshire, 
and Rhode Island. 
Here are some of the writer's principal impressions gathered 
from the interviews. The check list was received with general ap-
proval, and the majority expressed the view that it was clear and 
20 
comprehensive. Only minor changes were suggested and these concerned 
mostly the degree of emphasis placed on business education in the duties 
of registrars. 
Revision of the instrument was made based upon a study of the 
results of the interviews and a careful reading of the returned check 
lists. 
Final ~· On April 4, 1960, the check list, a letter of 
transmittal, and a self-addressed envelope were sent to specific indi-
viduals performing the function of the registrar at each of the col-
leges in the study. The letterheads used indicated the writer's posi-
-tion as a registrar. The letter stated that the President of the 
American Association of Collegiate Registrars and Admissions Officers 
had taken a personal interest in the study and that Professor Lester 
I. Sluder and Registrar Donn W. Hayes, both of Boston University, were 
professionally associated with it. On May 1, 1960, a reminding letter 
was sent to those colleges that had not yet responded. The final form 
of the check list may be found in the appendix. 
On the final form of the check list the first 22 items deal 
with the registrar's background and general duties within the institu-
tion; items 23 through 25 deal with business education. The 25 items 
cover· the first four pages. Pages 5 through 9 deal with the specific 
duties of the registrar and assistant registrar, and special problems 
of the registrar in the following areas: Admissions, Alumni Associa-
tion, Commencement Program, Scholastic Records, Placement Service, 
Publications, Registration, Schedule Planning, Scholarship Program, 
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Testing Programs, and Miscellaneous Activities. 
Space was provided so that the respondents could list, discuss, 
and suggest solutions for some of their most pressing professional 
problems. Provision was made for the respondents to request a summary 
of this study if they desired. 
Check list returns. Out of a total of 600 registrars who re-
ceived check lists, 480, or 80 per cent, responded. Four hundred sixty-
three, or 77 per cent, of the check lists were completed and returned 
for tabulation and analysis. 
In order to analyze the responses on the 463 returns, the in-
formation obtained on the check lists was tabulated item by item on 
tally sheets. Table 1, arranged according to the number and percentage 
of returns, presents the geographical location of the colleges by states. 
TABLE 1 
LOCATION BY STATE OF THE 600 COLLEGES TO WHICH CHECK LISTS WERE SENT 
AND THE 463 FROM WHICH THEY WERE RETURNED 
Location 
by State 
(1) 
Alabama 
Alaska 
Arizona 
Arkansas 
California 
Colorado 
Connecticut 
Delaware 
Colleges Receiving 
Check Lists 
Number Per Cent 
(2) (3) 
7 1.17 
1 .17 
3 .50 
5 .83 
40 6.66 
7 1.17 
14 2.33 
2 .33 
(continued on next page) 
Colleges Returning 
Check Lists 
Number Per Cent 
(4) (5) 
4 .86 
1 .22 
2 .43 
4 .86 
31 6.69 
5 1.08 
12 2.59 
1 .22 
22 
TABLE 1 (continued) 
Location Colleges Receiving Colleges Returning 
by State Check Lists Check Lists 
Number Per Cent Number Per Cent 
(1} (2} (3} (4) (5) 
District of Columbia 8 1.33 5 1.08 
Florida 7 1.17 2 .43 
Georgia 9 1.50 7 1.51 
Hawaii 1 .17 1 .22 
Idaho 3 .50 2 .43 
Illinois 14 2.33 10 2.16 
Indiana 18 3.00 14 3.02 
Iowa 18 3.00 16 3.46 
Kansas 19 3.17 17 3.67 
Kentucky 17 2.83 14 3.02 
Louisiana 13 2.17 4 .86 
Maine 5 .83 3 .65 
Maryland 15 2.50 10 2.16 
Massachusetts 33 5.50 31 6.70 
Michigan 18 3.00 15 3.24 
Minnesota 15 2.50 12 2.59 
Mississippi 8 1.33 5 1.08 
Missouri 4 .67 2 .43 
Montana 2 .33 2 .43 
Nebraska 4 .67 3 .65 
New Hampshire 4 .67 4 .86 
New Jersey 14 2.33 9 1.94 
New Mexico 1 .17 1 .22 
New York 61 10.16 52 11.23 
North Carolina 7 1.17 5 1.08 
North Dakota 2 .33 1 .22 
Ohio 16 2.67 11 2.38 
Oklahoma 4 .67 3 .65 
Oregon 14 2.33 13 2.81 
Pennsylvania 51 8.50 37 7.79 
Puerto Rico 2 .33 1 .43 
Rhode Island 7 1.17 5 1.08 
South Carolina 4 .67 3 .65 
South Dakota 3 .50 2 .43 
Tennessee 6 1.00 6 1.30 
Texas 32 5.33 29 6.26 
Utah 3 .50 2 .43 
Vermont 4 .67 4 .86 
Virginia 20 3.33 14 3.02 
(concluded on next page) 
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~LE 1 (concluded) 
Location 
Colleges Receiving Colleges Returning 
Check Lists Check Lists 
by State 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Washington 13 2.17 10 2.16 
West Virginia 15 2.50 10 2.16 
Wisconsin 6 1.00 6 1.30 
Wyoming 1 .17 
Total 600 100.00 463 100.00 
The colleges are classified into four groups according to en-
rollment: up to 499 students, 500 to 999 students, 1,000 to 2,499 
students, and over 2,500 students. It was felt that the duties per-
formed by the registrar in a large institution could differ from those 
performed by the related officer in a small institution. In the same 
way, the problems of registrars and the importance of business educa-
tion might depend on the size of the institution. The writer felt 
that the four classifications according to enrollment would correspond 
with the small, medium, large, and very large institutions. Of course, 
the scope of a registrar's duties and his responsibilities depend 
largely on the educational philosophy, plans, and policies of the in-
stitution with which he is associated. 
Table 2 indicates the number and per cent of usable responses 
by size of enrollment. 
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TABLE 2 
RESPONSES FROM THE 463 COLLEGES INCLUDED IN THE STUDY 
Enrollment Number Per Cent 
(1) (2) (3) 
Up to 499 70 15.12 
500 to 999 118 25.49 
1,000 to 2,499 144 31.10 
2,500 and over 131 28.29 
Total 463 100.00 
Summary 
This chapter has presented the methods of procedure which were 
followed in the selection of the universities and colleges included in 
the study, conclusions drawn from the pilot study and personal inter-
views of 14 New England registrars, and a report on the amended check 
lists which were mailed to 600 registrars throughout the United States. 
Table 1 includes the location by state of the 600 colleges to which 
check lists were sent and the 463 from which they were returned. 
Table 2 indicates by number and per cent the responses received in the 
four enrollment classifications, namely, up to 499 students, 500 to 999 
students, 1,000 to 2,499 students, and 2,500 students and over. 
The following chapter deals with the analysis and interpretation 
of data. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
CONCERNING REGISTRARS 
The Status of Registrars 
A check list was constructed and mailed to 600 registrars in 
accredited colleges and universities throughout the United States. 
Four hundred eighty, or 80 per cent, of the registrars responded. Of 
the 480 check lists which were returned, 463, or 77.16 per cent, were 
usable returns. Three hundred sixty-five, or 78.50 per cent, of the 
respondents requested a copy of the findings of the study. Pages 1 
through 9 of the 463 check lists were tabulated item by item on tally 
sheets. From a study of the tally sheets, tables were constructed. 
Provision was made in the check list for registrars to indicate their 
most pressing problems. These problems, as well as much of the data 
collected, are presented according to the enrollment of the college or 
university under one of the following classifications: up to 499 stu-
dents, 500 to 999 students, 1,000 to 2,499 students, and 2,500 students 
and over. 
The title "Registrar" was used in 349, or 75.37 per cent, of 
the colleges responding. Table 3 also shows the titles other than 
registrar which were used in the remaining 24.63 per cent of the col-
leges. As shown in the table, the registrar also served as director 
of admissions, dean, recorder, and assistant dean in 76, 14, 11, and 
6 colleges, respectively. 
-25-
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TABLE 3 
OFFICIAL TITLES OF THE INDIVIDUALS WHO HELD THE POSITION 
OF "REGISTRAR" IN THE 463 RESPONDING COLLEGES 
Title Number Per Cent 
(1) (2) (3) 
Registrar 349 75.37 
Registrar-Director of Admissions 76 16.41 
Registrar-Dean 14 3.02 
Recorder 11 2.38 
Registrar-Assistant Dean 6 1.30 
Director of Admissions 3 .65 
Dean 2 .43 
Dean of Admissions 1 .22 
Director of Student Affairs 1 .22 
Total 463 100.00 
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As indicated in Table 4, the high percentage of registrars who 
have held this office for fewer than five years and the very low per-
centage who have held it for more than twenty years is particularly 
noteworthy. 
TABLE 4 
NUMBER OF YEARS REGISTRARS HAVE HELD THE POSITION 
Number of Years Registrars Per Cent 
(1) (2) (3) 
41-45 3 .65 
36-40 4 .86 
31-35 9 1.94 
26-30 16 3.46 
21-25 18 3.89 
16-20 40 8.64 
11-15 83 17.93 
6-10 95 20.52 
1-5 195 42.11 
Total 463 100.00 
Forty-two per cent of the registrars worked from 1 to 5 years, 
21 per cent worked from 6 to 10 years, 18 per cent worked from 11 to 
15 years, 9 per cent worked from 16 to 20 years, 4 per cent worked 
from 21 to 25 years, 3 per cent worke4 from 26 to 30 years, and 3 per 
cent worked from 31 to 45 years. 
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The registrars were asked to state their professorial rank. 
As indicated in Table 5, approximately 47 per cent of those responding 
did not hold academic or professorial rank, whereas 19.22 per cent 
were professors, 13.82 per cent were associate professors, and 13.17 
per cent were assistant professors. Instructors and lecturers ac-
counted for less than 10 per cent. 
TABLE 5 
ACADEMIC STATUS OF THE 463 RESPONDING REGISTRARS 
Academic Status Registrars Per Cent 
(1) (2) (3) 
Professor 89 19.22 
Associate Professor 64 13.82 
Assistant Professor 61 13.17 
Instructor 30 6.48 
Lecturer 2 .43 
None 217 46.88 
Total 463 100.00 
From an analysis of the check lists and from the personal in-
terviews, it is evident that many registrars were considered faculty 
members even though they did not hold professorial rank. Of the 463 
total, 357, or 77.11 per cent, were faculty members at the time of the 
study, while 106, or 22.89 per cent, were not faculty members. 
Those engaged in teaching numbered 153, or 33.05 per cent, 
while those not so engaged numbered 310, or 66.95 per cent. Almost 20 
per cent of the responding registrars who held professorial rank were 
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not engaged in teaching. 
Faculty minutes were recorded by 117, or 25.27 per cent, of the 
registrars, whereas 335, or 72.35 per cent, were not responsible for 
them. Less than 3 per cent did not reply. 
As indicated in Table 6, less than 5 per cent of the respondents 
did not hold an academic degree, while the remaining 95 per cent held 
degrees which ranged from the baccalaureate to the doctorate. Eighty-
nine, or 19.22 per cent, held doctor's degrees; 204, or 44.06 per cent, 
held master's degrees; and 148, or 31.97 per cent, held bachelor's 
degrees. 
TABLE 6 
HIGHEST ACADEMIC DEGREES HELD BY THE 463 RESPONDING REGISTRARS 
Academic Degree Registrars Per Cent 
(1) (2) (3) 
Ph.D. 65 14.04 
Ed.D •. 24 5.18 
Certificate of Advanced 
Graduate Study 3 .65 
Ed.M. 18 3.89 
M.A. 155 33.47 
M.S. 31 6.70 
B.A. 107 23.11 
B.S. 40 8.64 
LL.B. 1 .22 
Associate 3 .65 
None 16 3.45 
Total 463 100.00 
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Eighty-three per cent of the registrars were responsible to 
either the president or the dean. Table 7 shows the other titles held 
by individuals to whom the remaining 17 per cent of the registrars were 
responsible. 
TABLE 7 
POSITIONS HELD BY THOSE TO WHOM THE REGISTRARS 
WERE IMMEDIATELY RESPONSIBLE 
Position Registrars 
(1) (2) 
Dean 199 
President 184 
Vice-Chancellor 46 
Provost 14 
Director of Student Personnel 7 
Director of Admissions 4 
Department Head 2 
Coordinator of Instruction 1 
Director of Records 1 
Not Stated 5 
Total 463 
Per Cent 
(3) 
42.98 
39.74 
9.94 
3.02 
1.51 
.86 
.43 
.22 
.22 
1.08 
100.00 
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Table 8 indicates that 16, or 12.21 per cent, of the registrars 
in the institutions with enrollment from 2,500 and over worked 51 hours 
per week and over. This figure may be contrasted with 3, or 4.28 per 
cent, in the institutions with enrollment up to 499 students; 4, or 
3.39 per cent, in the 500 to 999 grouping; and 9, or 6.25 per cent, in 
the 1,000 to 2,499 grouping. Between 10 and 11 per cent in all en-
rollment groupings worked 46 to 50 hours per week. Thirty-one, or 
23.67 per cent, of the registrars in the institutions with enrollment 
above 2,500 students worked from 41 to 45 hours per week. It may be 
concluded that the registrars in the institutions with enrollment from 
2,500 and over worked longer hours than those in other enrollment clas-
sifications. 
Further analysis of Table 8 shows that 157, or 33.91 per cent, 
of the 463 registrars worked from 36 to 40 hours per week; 81, or 17.46 
per cent, worked from 41 to 45 hours per week; 60, or 12.91 per cent, 
worked from 31 to 35 hours per week; and 50, or 10.78 per cent, worked 
from 46 to 50 hours weekly. Only 32, or 6.89 per cent, worked more 
than 51 hours, and 40, or 8.59 per cent, worked 30 hours per week or 
less. 
TABLE 8 
NUMBER OF HOURS WORKED PER WEEK BY REGISTRARS 
---------- ~- ----
51 hrs. and 46 - 50 hrs. 41 - 45 hrs. 36 - 40 hrs. 31 - 35 hrs. 30 hrs. and 
above less 
Enrollment 
No. Per No. Per No. Per No. Per No. Per No. Per Cent Cent Cent Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) (12) (13) 
Up to 499 3 4.28 7 10.00 9 12.86 10 14.29 12 17.14 14 20.00 
500 to 999 4 3.39 13 11.02 19 16.10 45 38.14 13 11.02 14 11.86 
1,000 to 2,499 9 6.25 16 11.11 22 15.27 62 43.06 24 16.67 6 4.17 
2,500 and over 16 12.21 14 10.69 31 23.67 40 30.53 11 8.40 6 4.58 
Total 32 6.89 50 10.78 81 17.46 157 33.91 60 12.91 40 8.59 
*Total column (16) equals 100 per cent in each of the five enrollment classifications. 
Not Stated 
No. Per Cent 
(14) (15) 
15 21.43 
10 8.47 
5 3.47 
13 9.92 
43 9.46 
--
Total 
(16) 
70 
118 
144 
131 
463 
* 
w 
N 
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In the 463 colleges referred to in Table 9, the registrars super-
vised 2,930 full-time and 1,852 part-time employees, or an average of 
6.33 full-time and 4.00 part-time employees. 
In the 463 colleges, 60 per cent of the full-time employees 
supervised were classified as secretaries, clerks, or receptionists. 
Over 70 per cent of the part-time employees were student assistants. 
TABLE 9 
TITLES OF FULL-TIME AND PART-TIME EMPLOYEES 
SUPERVISED BY THE 463 REGISTRARS 
Full-Time Employees Part-Time Employees 
Title 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Clerk 1,032 35.23 259 13.99 
Secretary 538 18.37 76 4.11 
Recorder 304 10.38 28 1.52 
Assistant Registrar 283 9.66 21 1.14 
IBM Operator 185 6.32 57 3.08 
Receptionist 177 6.05 22 1.19 
Admissions Officer 168 5.74 18 .97 
Student Assistants 119 4.07 1,363 73.59 
Associate Registrars 14 .48 
Transcript Clerk 14 .48 3 .16 
Veteran Coordinator ll .38 
Statistician ll .38 
Assistant Recorder 9 .30 
Public Relations Officer 8 .28 
Scheduling Officer 8 .28 
Assistant Director of 
Admissions 6 .21 
Bulletin Editor 5 .17 
Administrator Assistant 5 .17 
Director of Registration 4 .13 
Office Manager 4 .13 
File Clerk 4 .13 
Switchboard Operator 3 .10 1 .OS 
(concluded on next page) 
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TABLE 9 (concluded) 
Full-Time Employees Part-Time Employees 
Title 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Photostat Operator 3 .10 
Duplicator Operator 3 .10 
Office Boy 2 .06 
Addressograph Operator 2 .06 1 .05 
Mailman 2 .06 1 .05 
Housemother 1 .03 1 .05 
Biller 1 .03 
Dean of Men 1 .03 
Dean of Women 1 .03 
Assistant Dean 1 .03 1 .05 
Placement Director 1 .03 
Total 2,930 100.00 1,852 100.00 
Tables 10, 11, 12, and 13 indicate the number and percentage of 
full-time and part-time employees supervised by the registrar. The 
number of titles of the personnel supervised by the registrar increases 
with the enrollment of the college. 
In the 70 colleges with enrollment up to 499 students, the 
registrar supervised 73 full-time employees and 121 part-time employees, 
or an average of 1.0 full-time and 1.7 part-time employees. 
In the 118 colleges with enrollment from 500 to 999 students, 
the registrar supervised 219 full-time employees and 236 part-time em-
ployees, or an average of 1.86 full-time and 2.00 part-time employees. 
In the 144 colleges with enrollment from 1,000 to 2,499 students, 
the registrar supervised 552 full-time and 353 part-time employees, or 
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an average of 3 •. 83 full-time employees and 2.45 part-time employees. 
In the 131 colleges with enrollment from 2,500 students and 
over, the registrar supervised 2,086 full-time and 1,142 part-time em-
ployees, or an average of 15.88 full-time and 8.72 part-time employees. 
TABLE 10 
TITLES OF FULL-TIME AND PART-TIME EMPLOYEES 
SUPERVISED BY THE REGISTRAR IN THE 70 COLLEGES 
WITH ENROLLMENT UP TO 499 STUDENTS 
Full-Time Employees Part-Time Employees 
Title 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Secretary 37 50.66 14 11.57 
Assistant Registrar 14 19.30 5 4.13 
Clerk 6 8.21 10 8.26 
Admissions Officer 5 6.84 3 2.48 
Receptionist 3 4.09 1 .83 
Recorder 3 4.09 2 1.65 
Housemother 2 2.73 1 .83 
Student Assistant 2 2. 73 83 68.60 
IBM Operator 1 1.35 2 1.65 
Total 73 100.00 121 100.00 
As indicated in Table 10, 51 per cent of the full-time em-
ployees supervised are classified as secretaries, while 19 per cent 
are assistant registrars, 8 per cent are clerks, and 7 per cent are 
admissions officers. 
TABLE 11 
TITLES OF FULL-TIME AND :PART-TIME EM:PLOYEES 
SUPERVISED BY THE REGISTRAR IN THE 118 COLLEGES 
WITH ENROLLMENT FROM 500 TO 999 STUDENTS 
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Full-Time Employees Part-Time Employees 
Title 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Secretary 86 39.27 28 11.86 
Assistant Registrar 40 18.26 4 1.69 
Recorder 32 14.61 10 4.24 
Clerk 26 11.87 22 9.32 
Admissions Officer 11 5.02 5 2.12 
Student Assistant 9 4.11 154 65.26 
Receptionist 8 3.65 6 2.54 
IBM Operator 3 1.37 7 2.97 
Assistant Director of 
Admissions 1 .46 
Associate Registrar 1 .46 
Dean of Women 1 .46 
Dean of Men 1 .46 
Total 219 100.00 236 100.00 
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TABLE 12 
TITLES OF FULL-TIME AND PART-TIME EMPLOYEES 
SUPERVISED BY THE REGISTRAR IN THE 144 COLLEGES 
WITH ENROLLMENT FROM 1,000 TO 2,499 STUDENTS 
Full-Time 
Title 
Employees Part-Time Employees 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Secretary 163 29.54 14 3.97 
Clerk 129 23.38 54 15.30 
Recorder 92 16.66 7 1.98 
Assistant Registrar 64 11.59 5 1.42 
Receptionist 30 5.43 9 2.55 
IBM Operator 23 4.17 21 5.95 
Student Assistant 17 3.08 235 66.57 
Admissions Officer 12 2.18 4 1.13 
Administrative Assistant 5 .91 
Assistant Recorder 3 .54 
Duplicator Operator 3 .54 
Transcription Clerk 3 .54 2 .57 
Scheduling Clerk 2 .36 
Switchboard Operator 2 .36 
Assistant Dean 1 .18 
Placement Director 1 .18 1 .28 
Statistician 1 .18 
Veteran Coordinator 1 .18 
Attendance Director 1 .28 
Total 552 100.00 353 100.00 
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TABLE 13 
TITLES OF FULL-TIME AND PART-TIME EMPLOYEES 
SUPERVISED BY THE REGISTRAR IN THE 131 COLLEGES 
WITH ENROLLMENT 2, 500 AND OVER 
Full-Time Employees Part-Time Employees 
Title 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Clerk 871 41.76 173 15.14 
Secretary 252 12.09 20 1. 75 
Recorder 177 8.48 9 .79 
Assistant Registrar 165 7.90 7 .61 
IBM Operator 158 7.57 27 2.37 
Admissions Officer 140 6. 71 6 .53 
Receptionist 136 6.51 6 .53 
Student Assistant 91 4.37 891 78.01 
Associate Registrar 13 .63 
Transcript Clerk ll .53 1 .09 
Statistician 10 .48 
Veteran Coordinator 10 .48 
Public Relations Officer 8 .38 
Scheduling Officer 6 .29 
Assistant Recorder 6 .29 
Assistant Director of 
Admissions 5 .24 
Bulletin Editor 5 .24 
Director of Registration 4 .19 
File Clerk 4 .19 
Office Manager 4 .19 
Photostat Operator 3 .14 
Addressograph Operator 2 .10 1 • 09 
Office Boy 2 .10 
Biller 1 .05 
Mailman 1 .05 
Total 2,086 100.00 1,142 100.00 
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Table 14 lists by number and percentage the registrars who were 
active as chairmen, secretaries, or members of committees in the 463 
colleges. The committees are arranged from high to low according to 
the committee chairmen. 
Holding the position of chairman of the Admissions Committee was 
indicated by the highest percentage of the registrars in each enroll-
ment classification. Of the 463 responding registrars, 74 per cent were 
concerned with the work of the Admissions Committee in the following 
way: 33 per cent as chairman of the committee, 10 per cent as secre-
tary to the committee, and 30 per cent as members of the committee. 
The Scholarship Committee was the second-ranking committee, with 
47 per cent of the 463 responding registrars participating as follows: 
chairman, 9 per cent; secretary, 8 per cent; and member, 30 per cent. 
The Curriculum Committee was the third-ranking committee, with 47 per 
cent of the 463 responding registrars participating as follows: chair-
man, 3 per cent; secretary, 13 per cent; and member, 31 per cent. 
The registrars were concerned with additional committee work as 
follows: Discipline, 18 per cent; Administrative Council, 15 per cent; 
Calendar and Scheduling, 12 per cent; Scholastic Standing, 12 per cent; 
Faculty, 11 per cent; Publications, 7 per cent; Academic Standing, 7 per 
cent; Registration, 6 per cent; Commencement, 6 per cent; Honors and 
Prizes, 4 per cent; Athletics, 4 per cent; Teacher Education, 3 per 
cent; and Veterans, 1 per cent. 
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TABLE 14 
THE EXTENT TO WHICH REGISTRARS PARTICIPATED IN COMMITTEE WORK 
IN THE 463 RESPONDING COLLEGES 
Chairman Secretary Member 
Committee Per Per Number Number Number Per Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
Admissions 153 33.0 46 9.9 140 30.2 
Scholarships 42 9.0 35 7.6 141 30.4 
Calendar and Scheduling 29 6.3 6 1.2 22 4.8 
Registration 17 3.7 3 .6 6 1.3 
Curriculum 14 3.0 60 12.9 145 31.3 
Publications 12 2.5 2 .4 21 4.5 
Discipline 10 2.1 13 2.8 59 12.7 
Athletics 6 1.2 1 .2 10 2.2 
Commencement 6 1.2 4 .8 17 3.6 
Faculty 6 1.2 22 4.8 19 4. 7 
Honors and Prizes 4 .8 7 1.5 10 2.1 
Veterans 4 .8 2 .4 
Academic Standing 3 .7 14 3.0 16 3.5 
Scholastic Standing 3 .7 25 5.4 25 5.4 
Teacher Education 3 .7 1 .2 10 2.2 
Space Utilization 2 .4 7 1.5 
Loans 2 .4 2 .4 5 1.1 
Rules 2 .4 3 .6 2 .4 
Academic Policy 1 .2 7 1.5 4 .8 
Administrative Council 1 .2 27 5.8 41 8.9 
Accreditation 1 .2 1 .2 1 .2 
Advisory 1 .2 1 .2 1 .2 
Budget 1 .2 1 .2 
Catalogue 1 .2 6 1.2 
Counseling 1 .2 1 .2 10 2.1 
Dean's Committee 1 .2 2 .4 6 1.2 
Graduate 1 .2 14 3.0 19 4.7 
Data Processing 1 .2 1 .2 
Health 1 .2 --I 
High School-College 
Relations 1 .2 3 . 7 
Library 1 .2 
Registrar's Council 1 .2 2 .4 
Student Personnel 1 .2 2 .4 14 3.0 
Educational Policy 4 .8 2 .4 
President's Council 1 .2 7 1.5 
(concluded on next page) 
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TABLE 14 (concluded) 
Chairman Secretary Member 
Committee Per Per Per Number Cent Number Cent Number Cent 
(1) (2) (3) (4) (5) (6) (7) 
Senate 11 2.3 5 1.1 
Student Activities 1 .2 
Student Council 1 .2 4 .8 
Student Records 3 .7 2 .4 
Attendance 4 .8 4 .8 
Administrative Affairs 14 3.0 16 3.5 
Ad Hoc 69 14.9 
TABLE 15 
THE EXTENT TO WHICH REGISTRARS PARTICIPATED IN COMMITTEE WORK 
IN 70 COLLEGES WITH ENROLLMENT UP TO 499 
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Chairman Secretary Member 
Committee 
Number Per Number Per Number Per Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
Admissions 36 51.43 9 12.86 20 28.57 
Scholarship 9 12.86 12 17.14 30 42.86 
Curriculum 5 7.14 7 10.00 24 34.29 
Discipline 5 7.14 1 1.43 5 7.14 
Budget 1 1.43 1 1.43 
Catalogue 1 1.43 6 8.57 
Faculty 1 1.43 2 2.86 2 2.86 
Honors 1 1.43 1 1.43 1 1.43 
Health 1 1.43 
Registration 1 1.43 
Student Personnel 1 1.43 4 5. 71 
Administrative Council 6 8.57 9 12.86 
Scholastic Standing 2 2.86 5 7.14 
Ad Hoc 17 24.28 
Table 15 indicates that the 70 registrars from colleges with 
enrollment up to 499 students were engaged in a total of 226 committees, 
an average of 3.23 per registrar. Of the 226 committees, the regis-
trars served as chairmen of 62 committees, as secretaries of 41 com-
mittees, or as members of 123 committees, respectively. 
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TABLE 16 
THE EXTENT TO WHICH REGISTRARS PARTICIPATED IN COMMITTEE WORK 
IN 118 COLLEGES WITH ENROLLMENT FROM 500 TO 999 
Chairman Secretary Member 
Committee Per Per Per Number Cent Number Cent Number Cent 
(1) (2) (3) (4) (5) (6) (7) 
Admissions 36 30.51 10 8.47 47 39.83 
Scholarship 12 10.17 12 10.17 35 29.66 
Schedule 5 4.24 1 .85 
Athletics 3 2.54 2 1.69 2 1.69 
Curriculum 3 2.54 19 16.10 46 38~98 
Discipline 3 2.54 5 4.24 19 16.10 
Publications 2 1.69 6 5.08 
Scholastic Standing 2 1.69 7 5.93 5 4.24 
Teacher Certification 2 1.69 3 2.54 
Veterans 2 1.69 1 .85 
Accreditation 1 .85 1 .85 1 .85 
High School-College 
Relations 1 .85 3 2.54 
Loans 1 .85 
Administrative Council 10 8.47 16 13.56 
Academic Standing 2 1.69 4 3.39 
Educational Policies 4 3.39 2 1.69 
Faculty 3 2.54 3 2.54 
Graduate 1 .85 
Honors 3 2.54 
Student Activities 1 .85 
Student Council 1 .85 4 3.39 
Student Records 1 .85 2 1.69 
Ad Hoc 17 22.88 
Table 16 indicates that the 118 registrars from colleges with 
enrollment from 500 to 999 served as chairmen of 73 committees, as 
secretaries of 82 committees, or as members of 217 committees, respec-
tively. The registrars had an average of 3.15 committee assignments. 
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TABLE 17 
THE EXTENT TO WHICH REGISTRARS PARTICIPATED IN COMMITTEE WORK 
IN 144 COLLEGES WITH ENROLLMENT FROM 1,000 TO 2,499 
Chairman Secretary Member 
Committee Per Per Per Number Number Number Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
Admissions 41 28.47 12 8.33 45 31.25 
Scholarship 9 6.25 6 4.17 39 27.08 
Publications 7 4.86 1 .69 7 4.86 
Registration 7 4.86 1 .69 1 .69 
Scheduling 5 3.47 1 .69 7 4.86 
Faculty 4 2.78 1 .69 
Academic Standing 3 2.08 12 8.33 12 8.33 
Curriculum 3 2.08 17 11.81 42 29.17 
Academic Policy 1 .69 7 4.86 4 2.78 
Advisory 1 .69 1 .69 1 .69 
Athletics 1 .69 6 4.17 
Counseling 1 .69 1 .69 10 6.94 
Commencement 1 .69 2 1.39 5 3.47 
Discipline 1 .69 3 2.08 27 18.75 
Faculty 4 2.78 4 2.78 
Honors 4 2.78 3 2.08 
Loans 1 .69 2 1.39 4 2.78 
Teacher Education 1 .69 1 .69 7 4.86 
Administrative 11 7.64 15 10.42 
Attendance 
Graduate 6 4.17 10 6.94 
President's Council 1 .69 5 3.47 
Student Personnel 2 1.39 2 1.39 
Senate 5 3.47 5 3.47 
Student Records 2 1.39 
Ad Hoc 17 11.80 
Table 17 indicates that the 144 registrars from colleges with 
enrollment from 1,000 to 2,499 served as chairmen of 87 committees, 
as secretaries of 102 committees, or as members of 279 committees, re-
spectively. The registrars had an average of 3.25 committee assign-
ments. 
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TABLE 18 
THE EXTENT TO WHICH REGISTRARS PARTICIPATED IN COMMITTEE WORK 
IN 131 COLLEGES WITH ENROLLMENT 2, 500 AND OVER 
Chairman Secretary Member 
Committee Per Per Per Number Cent Number Cent Number Cent 
(1) (2) (3) (4) (5) (6) (7) 
Admissions 40 30.53 15 11.45 28 21.37 
Calendar and Scheduling 17 12.97 5 3.82 14 10.68 
Scholarships 12 9.16 4 3.05 37 28.24 
Registration 9 6.87 2 1.53 5 3.82 
Commencement 5 3.82 2 1.53 12 9.16 
Publications 5 3.82 1 .76 8 6.11 
Curriculum 3 2.29 17 12.98 33 25.19 
Honors and Prizes 3 2.29 3 2.29 3 2.29 
Athletics 2 1.53 1 .76 2 1.53 
Rules 2 1.53 3 2.29 2 1.53 
Space Utilization 2 1.53 7 5.34 
Veterans 2 1.53 1 .76 
Data Processing 1 .76 1 .77 
C01.m.seling 1 .76 1 .76 
Dean's Committee 1 .76 2 1.53 8 6.11 
Discipline 1 .76 4 3.05 8 6.11 
Faculty 1 .76 13 9.92 9 6.87 
Graduate 1 .~6 8 6.11 9 6.87 
Registrar's Council 1 .76 1 .76 
Scholastic Standing 1 .76 16 12.21 15 11.45 
Administrative Affairs 14 10.68 15 11.45 
Library 1 .76 
Senate 6 4.58 7 5.34 
Student Personnel 10 7.63 
Ad Hoc 18 13.74 
According to Table 18, the 131 registrars from colleges with 
enrollment from 2,500 and over served as chairmen of 110 committees, 
as secretaries of 119 committees, or as members of 251 committees, re-
spectively. The registrars had an average of 3.66 committee assign-
menta. 
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Table 19 shows that the four fields on the baccalaureate level 
which claimed the greatest number of the 463 responding registrars were 
as follows: English, with 98 registrars, or 21.1 per cent; history, 
with 59, or 12.7 per cent; business, with 45, or 9.7 per cent; and ed-
ucation, with 36, or 7.7 per cent. On the master's level, the four 
top-ranking fields were as follows: education, with 106, or 22.9 per 
cent; history, with 37, or 7.9 per cent; English, with 35, or 7.6 per 
cent; and business, with 13, or 2.9 per cent. On the doctorate level, 
there were a total of 89 major fields as indicated by the responding 
registrars, and 61 of the major fields ranked within the top four as 
follows: education, with 39, or 8.4 per cent; English, with 11, or 2.3 
per cent; psychology, with 6, or 1.2 per cent; and French, with 5, or 
1.1 per cent. 
Particularly noteworthy was the high percentage of registrars 
on the baccalaureate, master's, and doctorate levels who majored either 
in education or English. It is also an interesting statistic that 10 
per cent of the responding registrars held a bachelor's degree with a 
major in business. 
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TAB~E 19 
MAJOR FmLDS OF THE 463 REGISTRARS 
TOWARD THEIR BACCALAUREATE, MASTER 1 S, AND/OR DOCTORATE DEGREES 
Baccalaureate Master's Doctorate 
Major Field Per Per Per Number Number Number Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
English 98 21.1 35 7.6 11 2.3 
History 59 12.7 37 7.9 4 .8 
Business 45 9.7 13 2.9 3 . 7 
Education 36 7.7 106 22.9 39 8.4 
Mathematics 34 7.3 11 2.4 4 .8 
Social Science 19 4.1 
Economics 18 3.8 3 .7 
Biology 17 3.6 5 1.1 2 .4 
Philosophy 16 3.4 7 1.5 4 .8 
French 13 2.8 11 2.4 5 1.1 
Engineering 12 2.5 3 .7 1 .2 
Latin 12 2.5 8 1.8 2 .4 
Chemistry 10 2.1 3 .7 2 .4 
Sociology 10 2.1 1 .2 1 .2 
Psychology 9 1.9 12 2.5 6 1.2 
Theology 9 1.9 6 1.2 1 .2 
Home Economics 5 1.1 1 .2 
Physics 5 1.1 4 .8 
Political Science 4 .8 5 1.1 1 .2 
German 3 .7 2 .4 1 .2 
Music 3 .7 
Physical Education 2 .4 4 .8 
Guidance 1 .2 10 2.1 2 .4 
Library Science 1 .2 1 .2 
Pre-Medical 1 .2 
Speech 1 .2 
Student Personnel 3 . 7 
Not Stated 7 1.5 
450* 
I 
Total 97.1 291 62.8 89 19.2 
*Thirteen, or 2.8 per cent, registrars do not hold a degree. 
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Of the 70 registrars from the small colleges, the three top-
ranking major fields on the baccalaureate and master's levels were as 
follows: Baccalaureate: English, 20 per cent; history, 14 per cent; 
and education, 11 per cent. Master's: education, 19 per cent; English, 
7 per cent; and business and history, 5 per cent each. The major fields 
on the doctorate level were English, with 3 per cent, and eight addi-
tional fields, with 1 per cent each. 
Of the 118 registrars from the colleges in the second enrollment 
classification, the top-ranking major fields were as follows: Bacca-
laureate: English, 30 per cent; history, 12 per cent; and business, 
10 per cent. Master's: education, 20 per cent; English, 10 per cent; 
and history, 8 per cent. Doctorate: education, 3 per cent; history 
and philosophy, 2.5 per cent each. 
Of the 144 registrars from the colleges in the third enrollment 
classification, the top-ranking major fields were as follows: Bacca-
laureate: English, 19 per cent; business and history, 10 per cent each. 
Master's: education, 26 per cent; English, 8 per cent; history, 6 per 
cent. Doctorate: education, 8 per cent; English, 3 per cent; and 
psychology, 1 per cent. 
Of the 131 registrars from the large colleges and universities, 
the three top-ranking fields were as follows: Baccalaureate: English 
and history, 16 per cent; education, 9 per cent. Master's: education, 
23 per cent; history, ll.per cent; and psychology, business, and English, 
5 per cent each. Doctorate: education, 17 per cent; English and psy-
chology, 2 per cent each. 
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Tables 20, 21, 22, and 23 indicate the major fields pursued by 
the registrars toward their bachelor's, master's, and/or doctorate 
degrees. 
TABLE 20 
MAJOR FIELDS OF THE 70 RESPONDING REGISTRARS 
FROM THE COLLEGES WITH ENROLLMENT UP TO 499 
TOWARD THEIR BACCALAUREATE, MASTER'S, AND/OR DOCTORATE DEGREES 
Baccalaureate Master's Doctorate 
Major Field 
Per Per Per Number Number Number Cent Cent Cent 
!1) ~2) ~3) ~4) ~5) ~6) ~7) 
English 14 20.00 5 7.14 2 2.86 
History 10 14.29 4 5.71 
Education 8 11.43 13 18.57 1 1.43 
Business 7 10.00 4 5. 71 1 1.43 
Philosophy 5 7.14 3 4.29 
Mathematics 4 5. 71 1 1.43 
Economics 3 4.29 
Social Science 3 4.29 
Chemistry 2 2.86 1 1.43 1 1.43 
Latin 2 2.86 2 2.86 
Political Science 2 2.86 
Sociology 2 2.86 1 1.43 1 1.43 
Biology 1 1.43 1 1.43 
French 1 1.43 1 1.43 1 1.43 
German 1 1.43 1 1.43 1 1.43 
Library Science 1 1.43 
Physics 1 1.43 
Theology 1 1.43 2 2.86 
Guidance 1 1.43 
Home Economics 1 1.43 
Student Personnel 1 1.43 
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TABLE 21 
MAJOR FIELDS OF THE 118 RESPONDING REGISTRARS 
FROM THE COLLEGES WITH ENROLLMENT FROM 500 TO 999 STUDENTS 
TOWARD THEIR BACCALAUREATE, MASTER 1 S, AND/OR OOCTORATE DEGREES 
Baccalaureate Master's Doctorate 
Major Field Per Per Per Number Cent Number Cent Number Cent 
(1) (2) (3) (4) (5) (6) (7) 
English 35 29.66 12 10.17 2 1.69 
History 14 11.86 10 8.47 3 2.54 
Business 12 10.17 3 2.54 1 .85 
Education 8 6.78 24 20.34 4 3.39 
French 6 5.08 5 4.24 2 1.69 
Latin 6 5.08 5 4.24 2 1.69 
Mathematics 5 4.24 3 2.54 
Biology 4 3.39 2 1.69 
Chemistry 4 3.39 
Theology 4 3.39 2 1.69 1 .85 
Philosophy 3 2.54 3 2.54 3 2.54 
Home Economics 2 1.69 
Social Science 2 1.69 
Sociology 2 1.69 
German 1 .85 1 .85 
Music 1 .85 
Political Science 1 .85 3 2.54 
Psychology 1 .85 1 .85 1 .85 
Physical Education 1 .85 1 .85 
Physics 1 .85 1 .85 
Pre-Medical 1 .85 
Guidance 3 2.54 
Library Science 1 .85 
Student Personnel 1 .85 
Not Stated 3 2.54 
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TABLE 22 
MAJOR FIELDS OF THE 144 RESPONDING REGISTRARS 
FROM THE COLLEGES WITH ENROLLMENT FROM 1,000 TO 2,499 STUDENTS 
TOWARD THEIR BACCALAUREATE, MASTER 1 S, AND/OR DOCTORATE DEGREES 
Major Field Baccalaureate Master's Doctorate 
Number Per Number Per Number Per Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
English 28 19.44 12 8.33 4 2.78 
Business 15 10.42 
History 14 9. 72 9 6.25 
Mathematics 12 8.33 4 2.78 1 .69 
Economics 9 6.25 
Education 8 5.56 38 26.39 12 8.33 
Social Science 8 5.56 
Biology 6 4.17 
French 6 4.17 2 1.39 1 .69 
Psychology 6 4.17 5 3.47 2 1.39 
Philosophy 5 3.47 1 .69 
Engineering 3 2.08 1 .69 
Home Economics 3 2.08 
Latin 2 1.39 
Music 2 1.39 
German 1 .69 
Guidance 1 .69 4 2.78 
Physics 1 .69 2 1.39 
Sociology 1 .69 
Chemistry 
Physical Education -... 1 .69 
Student Personnel 1 .69 
Not Stated 4 2.78 
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TABLE 23 
MAJOR FIELDS OF THE 131 RESPONDING REGISTRARS 
FROM THE COLLEGES WITH ENROLLMENT OF 2, 500 AND OVER 
TOWARD THEIR BACCALAUREATE, MASTER'S, AND/OR DOCTORATE DEGREES 
Baccalaureate Master's Doctorate 
Major Field 
Number Per Cent Number 
Per Per 
Cent Number Cent 
(1) (2) (3) (4) (5) (6) (7) 
English 21 16.03 6 4.58 3 2.29 
History 21 16.03 14 10.69 1 .76 
Mathematics 13 9.92 4 3.05 2 1.53 
Education 12 9.16 31 23.66 22 16.79 
Business 11 8.39 6 4.58 1 .76 
Engineering 9 6.87 3 2.29 
Biology 6 4.58 2 1.53 2 1.53 
Economics 6 4.58 3 2.29 
Social Science 6 4.58 
Sociology 5 3.82 
Chemistry 4 3.05 2 1.53 1 .76 
Philosophy 3 2.29 1 .76 
Latin 2 1.53 1 .76 
Physics 2 1.53 1 . 76 
Psychology 2 1.53 6 4.58 3 2.29 
Political Science 1 .76 '2 1.53 1 .76 
Physical Education 1 .76 - 2 1.53 
Speech 1 .76 
Theology 1 .76 1 .76 
French 3 2.29 1 .76 
Guidance 3 2.29 1 .76 
Previous Experience of Registrars in Educational 
and Noneducational Institutions 
The data in Tables 24 through 27 list by number and percentage 
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the positions which the registrars held previously in noneducational 
institutions. A total of 181 positions were held in noneducational 
institutions. 
Among the 70 registrars from the small colleges, a total of 35 
positions were held in noneducational institutions; the 118 registrars 
from the second grouping indicated a total of 42 positions; the 144 
' registrars from the large institutions indicated 67 positions; and the 
131 registrars from the very large institutions indicated 37 positions. 
Secretarial positions were ranked first by the registrars in all 
four enrollment classifications. The number and percentage of the 
registrars in each enrollment grouping who held secretarial positions 
were as follows: 12, or 17.14 per cent; 12, or 10.17 per cent; 22, or 
15.28 per cent; and 11, or 8.40 per cent, respectively. 
Of the 70 registrars from the small colleges, civil service 
positions ranked second with 8 per cent of the registrars, while the 
title of "clerk" ranked third with 7 per cent of them. Bookkeepers 
ranked second among 6 per cent of the 262 registrars from the two 
middle enrollment groupings, while social work also ranked second 
and was indicated by 5 per cent of the 131 registrars from the largest 
institutions. 
TABLE 24 
POSITIONS PREVIOUSLY HELD IN NONEDUCATIONAL INSTITUTIONS 
BY REGISTRARS IN THE 70 COLLEGES 
WITH ENROLLMENT UP TO 499 
Title Number Per Cent 
(1) (2) (3) 
Secretary 12 17.14 
Civil Service 6 8.57 
Clerk 5 7.14 
Assistant Pastor 3 4.29 
Social Work 3 4.29 
Stenographer 2 2.86 
Statistician 2 2.86 
Librarian 1 1.43 
Personnel Work 1 1.43 
54 
TABLE 25 
POSITIONS PREVIOUSLY HELD IN NONEDUCATIONAL INSTITUTIONS 
BY REGISTRARS IN THE 118 COLLEGES 
WITH ENROLLMENT FROM 500 TO 999 STUDENTS 
Title Number Per Cent 
(1) (2) (3) 
Secretary 12 10.17 
Bookkeeper 7 5.93 
Clerk-Typist 4 3.39 
Publicity 4 3.39 
Research Work 3 2.54 
Stenographer ·3 2.54 
Office Manager 2 1.69 
Personnel Work 2 1.69 
Social Work 2 1.69 
Payroll Clerk 2 1.69 
Nutritionist 1 .85 
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TABLE 26 
POSITIONS PREVIOUSLY HELD IN NONEDUCATIONAL INSTITUTIONS 
BY REGISTRARS IN THE 144 COLLEGES 
WITH ENROLLMENT FROM 1,000 TO 2,499 STUDENTS 
Title Number Per Cent 
(1) (2) (3) 
Secretary 22 15.28 
Bookkeeper 9 6.25 
Civil Service 7 4.86 
Clerk 6 4.17 
Engineer 3 2.08 
Office Manager 3 2.08 
Public Relations 3 2.08 
Research Work 3 2. 08 
Administrative Assistant 3 2.08 
Personnel Work 2 1.38 
Salesman 2 1.38 
Chaplain 1 .69 
Statistician 1 .69 
Stenographer 1 .69 
Social Work 1 .69 
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TABLE 27 
POSITIONS PREVIOUSLY HELD IN NONEDUCATIONAL INSTITUTIONS 
BY REGISTRARS IN THE 131 COLLEGES 
WITH ENROLLMENT OF 2, 500 AND OVER 
Title Number Per Cent 
(1) (2) (3) 
Secretary 11 8.40 
Social Work 6 4.58 
Sales Representative 4 3.05 
Administrative Assistant 3 2.29 
Engineer 3 2.29 
Bookkeeper 2 1.52 
Newspaper Work 2 1.52 
Librarian 1 .76 
Personnel Work 1 .76 
Publicity Work 1 .76 
Research 1 .76 
Stenographer 1 .76 
Statistician 1 .76 
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The data in Tables 28 through 31 list by number and percentage 
the positions which the registrars held previously in educational in-
stitutions. A total of 630 positions were held in educational insti-
tutions. Of the 630 positions which were held in educational insti-
tutions, 163, or 25.75 per cent, were teachers; 74, or 11.69 per cent, 
were college instructors; and 51, or 8.03 per cent, were admissions 
directors. It is an interesting statistic that 39, or 8.42 per cent, 
of the 463 registrars were secretaries in educational institutions be-
fore becoming registrars. 
The 70 registrars from the small colleges previously held a 
total of 79 positions in educational institutions; the 118 registrars 
from the medium-sized colleges previously held a total of 148 positions 
in educational institutions; the 144 registrars from the large insti-
tutions previously held 170 positions in educational institutions; and 
the 131 registrars from the very large institutions previously held 
233 positions in educational institutions. 
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TABLE 28 
POSITIONS PREVIOUSLY HELD IN EDUCATIONAL INSTITUTIONS BY REGISTRARS 
IN THE 70 COLLEGES WITH ENROLLMENT UP TO 499 STUDENTS 
Title Number Per Cent 
(1) (2) (3) 
Teacher--Elementary or 
Secondary School 26 37.14 
College Instructor 8 11.43 
Dean 7 10.00 
Director of Admissions 7 10.00 
Principal--Elementary or 
Secondary School 7 10.00 
Secretary 6 8.57 
Associate Professor 4 5. 71 
Assistant Professor 4 5. 71 
Assistant Registrar 3 4.29 
Alumnae Director 1 1.43 
Business Manager 1 1.43 
Counselor 1 1.43 
Director of Public Relations 1 1.43 
President 1 1.43 
Research Assistant 1 1.43 
Superintendent of Schools 1 1.43 
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TABLE 29 
POSITIONS PREVIOUSLY HELD IN EDUCATIONAL INSTITUTIONS BY REGISTRARS 
IN THE 118 COLLEGES WITH ENROLLMENT FROM 500 TO 999 STUDENTS 
Title Number Per Cent 
(1) (2) {3) 
Teacher--Elementary or 
Secondary School 40 33.90 
College Instructor 22 18.64 
Professor 16 13.56 
Assistant Professor 14 11.86 
Principal--Elementary or 
Secondary School 12 10.17 
Secretary 10 8.47 
Assistant Dean 8 6.78 
Assistant Registrar 6 5.08 
Director of Admissions 6 5.08 
Associate Professor 5 4.24 
Dean 3 2.54 
Personnel Director 2 1.69 
Director of Student Affairs 1 .85 
Bursar 1 .85 
Placement Director 1 .85 
Superintendent of Schools 1 .85 
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TABLE 30 
POSITIONS PREVIOUSLY HELD IN EDUCATIONAL INSTITUTIONS BY REGISTRARS 
IN THE 144 COLLEGES WITH ENROLLMENT FROM 1,000 TO 2,499 STUDENTS 
Title Number Per Cent 
(1) (2) (3) 
Teacher--Elementary or 
Secondary School 46 31.94 
College Instructor 21 14.58 
Secretary 17 11.81 
Principal--Elementary or 
Secondary School 11 7.64 
Associate Professor 10 6.94 
Professor 9 6.25 
Assistant Dean 8 5.56 
Dean 8 5.56 
Director of Admissions 7 4.86 
Recorder 7 4.86 
Assistant Registrar 5 3.47 
Counselor 5 3.47 
Superintendent of Schools 4 2.78 
Assistant Professor 3 2.08 
Business Manager 2 1.38 
College Lecturer 2 1.38 
Director of Public Relations 2 1.38 
Coach (Athletic) 1 .69 
Director of Student Activities 1 .69 
College Treasurer 1 .69 
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TABLE 31 
POSITIONS PREVIOUSLY HELD IN EDUCATIONAL INSTITUTIONS BY REGISTRARS 
IN THE 131 COLLEGES WITH ENROLLMENT UP TO 2, 500 AND OVER 
Title 
(l) 
Teacher--Elementary or 
Secondary School 
Director of Admissions 
Assistant Registrar 
College Instructor 
Assistant Professor 
Professor 
Principal--Elementary or 
Secondary School 
Associate Professor 
Secretary 
Supervisor of Registration 
Assistant Dean 
Counselor 
Dean 
College Lecturer 
Superintendent of Schools 
Assistant to College President 
Recorder 
Veterans Coordinator 
Clerk 
Research Assistant 
Assistant Librarian 
Supervisor of Distributive 
Education 
Director of Guidance 
Number 
{2) 
51 
31 
25 
23 
21 
15 
12 
8 
6 
5 
4 
4 
4 
4 
4 
3 
3 
3 
2 
2 
l 
l 
l 
Per Cent 
(3) 
38.93 
23.66 
19.08 
17.56 
16.03 
11.45 
9.16 
6.11 
4.58 
3.81 
3.04 
3.04 
3.04 
3.04 
3.04 
2.29 
2.29 
2.29 
1.52 
1.52 
.76 
.76 
.76 
Analysis of Data Indicating the Specific Duties 
of Registrars 
From the responses on the check lists and also from personal 
interviews with registrars of the colleges with enrollment of less 
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than 500, one gathers that a large percentage of these registrars had 
no full-time assistants. This factor is contributory to their wide 
diversification of duties. 
It is also to be noted that as the size of the institution in-
creases, many of the routine duties of the registrar are given over to 
assistants or even transferred to other officers. Most large institu-
tions, as well as some of the small ones, have both a registrar and an 
admissions director. In institutions which have only one of these of-
ficials, it necessarily follows that not only the duties concerning .. 
admissions but also the other duties which are pertinent to the work 
of a registrar will be his responsibility. 
The following tables indicate by number and percentage the many 
and diversified duties which were performed by the registrars and as-
sistants in the 463 responding colleges. The colleges are divided into 
four groups, according to enrollment, as follows: up to 499 students, 
500 to 999 students, 1,000 to 2,499 students, and 2,500 students and 
over. A summary table ,precedes each enrollment division. Tables 32 
through 75 give the duties under the generic headings: Admissions, 
Alumni Association, Commencement Program, Scholastic Record, Placement 
Service, Publications, Registration, Schedule Planning, Scholarship 
Program, Testing Program, and Miscellaneous Activities. 
From a study of Table 32 it is evident that registrars were 
quite concerned with duties pertaining to admissions. ' Of the 463 re-
sponding registrars, 64 per cent served on the admissions committee, 
59 per cent were responsible for evaluating transfer students' creden-
tials, 52 per cent provided general information to students, 50 per 
cent interviewed applicants, and 41 per cent were responsible for eval-
uating foreign students' credentials. 
Table 33 gives the number and percentage of admissions duties 
as indicated by the registrars who were divided into the four enroll-
ment classifications which have been used throughout this study. The 
five duties most commonly checked by the 332 registrars in three of the 
four enrollment classifications (up to 499 students, 500 to 999 students, 
and 1,000 to 2,499 students) were as follows: serve on admissions com-
mittee, interview applicants, provide general information to students, 
evaluate foreign students' credentials, and evaluate transfer students' 
credentials. The above duties were indicated by from 84 to 44 per cent 
of the 332 registrars. The 131 registrars from the colleges with 2,500 
students and over indicated four of the above five duties which were 
checked by the 332 registrars. However, evaluating transfer students' 
credentials was indicated by approximately 34 per cent of the 131 reg-
istrars, while approximately 39 per cent of them indicated visits to 
high schools to address students. Visits to high schools to address 
students was ranked by the other three groups as follows: 26 per cent, 
31 per cent, and 26 per cent, respectively. 
As indicated in Table 34, the assistants to the 463 registrars 
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performed many of the admissions duties which pertain to clerical work, 
such as mailing catalogues, 54.42 per cent; sending for transcripts, 
42.76 per cent; sending for reconunendations, 30.88 per cent; and send-
ing for the results of the College Entrance Examinations, 26.78 per 
cent. The other admissions duties performed by not more than 26.34 per 
cent and not less than 7.77 per cent of the assistants are listed by 
number and per cent in Table 34. 
The admissions duties which were performed by assistants in the 
colleges classified by enrollment are given in Table 35. The two duties 
ranked by the largest number of assistants in all enrollment groups were: 
mailing catalogues, 64 per cent, 48 per cent, 52 per cent, and 57 per 
cent, respectively; and sending for transcripts, 44 per cent, 36 per 
cent, 44 per cent, and 46 per cent, respectively. 
The admissions duties which were performed by the 332 assistants 
in the three enrollment classifications were quite uniform. However, 
they differed somewhat in number and percentage from those duties per-
formed by the 131 assistants from the colleges with 2,500 students and 
over. Forty-five per cent of the assistants from the very large col-
leges checked evaluating transfer students' credentials, as compared 
with 3 per cent, 9 per cent, and 6 per cent of the assistants from the 
other three groups, respectively; interviewing applicants was checked 
by approximately 40 per cent of the 131 assistants, as compared with 4.2 
per cent, 6.8 per cent, and 7.6 per cent; and evaluating foreign stu-
dents' credentials by approximately 37 per cent of the 131 assistants, as 
compared with 2.8 per cent, 7.6 per cent, and 2.7 per cent, respectively. 
TABLE 32 
ADMISSIONS DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Admissions Duties Number 
(1) (2) 
Serve on admissions committee 297 
Evaluate transfer students' 
credentials 274 
Provide general info~ation 
to students 241 
Interview applicants 234 
Evaluate foreign students' 
credentials 194 
Visit high schools to address 
students 142 
Act as secretary to admissions 
committee 95 
Plan the freshman orientation 
program 92 
Plan "high school day" visits 74 
Send for transcripts 74 
Send for recommendations 71 
Administer the college entrance 
tests 63 
Send for College Entrance 
Examination Results 59 
Mail catalogues 57 
Collect application fees 42 
Reserve rooms for resident 
students 29 
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Per Cent 
(3) 
64.14 
59.17 
52.05 
50.53 
41.90 
30.66 
20.51 
19.87 
15.98 
15.98 
15.33 
13.60 
12.74 
12.31 
9.07 
6.26 
TABLE 33 
ADMISSIONS DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Admissions Duties Registrars (70) Registrars (118) Registrars (144) 
in Colleges With in Colleges With in Colleges With 
Enrollment Up to Enrollment From Enrollment From 
499 500 to 999 1,000 to 2,499 
Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) 
Serve on admissions 
Committee 59 84.29 80 67.80 86 59.72 
Evaluate transfer 
students' credentials 52 74.29 77 65.25 101 70.14 
Provide general information 
to students 49 70.00 64 54.24 68 47.22 
Interview applicants 49 70.00 63 53.39 64 44.44 
Evaluate foreign students' 
credentials 54 77.14 80 67.80 105 72.92 
Visit high schools to 
address students 18 25.71 36 30.51 37 25.69 
Act as secretary to 
admissions committee 20 28.57 30 23.42 18 12.50 
Plan the freshman 
orientation program 17 24.29 23 19.49 27 18.75 
Plan "high school day" 
visits 10 14.29 23 19.49 20 13.89 
Send for transcripts 26 37.14 24 20.34 15 10.42 
Send for recommendations 24 34.29 23 19.49 17 ll.81 
Administer the college 
entrance tests 19 27.14 17 14.41 18 12.50 
(continued on next page) 
Registrars (131) 
in Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(8) (9) 
72 54.96 
44 33.59 
60 45.80 
58 44.27 
55 41.98 
51 38.93 
27 20.61 
25 19.08 
21 16.03 
9 6.87 
7 5.34 
9 6.87 
0'1 
"-J 
Admissions Duties 
TABLE 33 (concluded) 
Registrars (70) 
in Colleges With 
EnrolLment Up to 
499 
Registrars (118) 
in Colleges With 
Enrollment From 
500 to 999 
Registrars (144) 
in Colleges With 
Enrollment From 
1,000 to 2,499 
Registrars (131) 
in Colleges With 
EnrolLment 2,500 
and over 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) (~_} __ u ~00 
Send for College Entrance 
Examination Results 22 31.43 17 14.41 ll 7.64 9 6.87 
Mail catalogues 17 24.29 18 15.25 6 4.17 16 12.21 
Collect application fees 23 32.86 ll 9.32 5 3.47 3 2.29 
Reserve rooms for 
resident students 10 14.29 ll 9.32 6 4.17 2 1.53 
0\ 
00 
TABLE 34 
ADMISSIONS DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Admissions Duties 
(1) 
Mail catalogues 
Send for transcripts 
Send for recommendations 
Send for College Entrance 
Examination Results 
Collect application fees 
Provide general information 
to students 
Evaluate transfer students 
credentials 
Interview applicants 
Visit high schools to address 
students 
Evaluate foreign students 
credentials 
Plan "high school day" visits 
Act as secretary to admissions 
committee 
Administer the college entrance 
tests 
Plan the freshman orientation 
program 
Serve on admissions committee 
Reserve rooms for resident students 
Number 
(2) 
252 
198 
143 
124 
122 
109 
81 
74 
70 
63 
50 
49 
43 
40 
38 
36 
Per Cent 
(3) 
54.42 
42.76 
30.88 
26.78 
26.34 
23.54 
17.49 
15.98 
15.11 
13.60 
10.79 
10.58 
9.23 
8.63 
8.20 
7.77 
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Admissions Duties 
TABLE 35 
ADMISSIONS DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Assistants In 
70 Colleges With 
Enrollment Up to 
499 
Assistants In 
118 Colleges With 
Enrollment From 
500 to 999 
Assistants In 
144 Colleges With 
Enrollment From 
1,000 to 2,499 
Assistants In 
131 Colleges 
With Enrollment 
2,500 and over 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
Mail catalogues 45 64.29 57 48.30 75 52.08 75 57.25 
Send for transcripts 31 44.29 43 36.44 64 44.44 60 45.80 
Send for recommendations 26 37.14 33 27.80 36 25.00 48 36.64 
Send for College Entrance 
Examination Results 19 27.14 31 26.27 29 20.14 45 34.35 
Collect application fees 16 22.86 29 24.58 37 25.69 40 30.53 
Provide general information 
to students 15 21.43 21 17.80 24 16.67 49 37.40 
Evaluate transfer students' 
credentials 2 2.86 11 9.32 9 6.25 59 45.04 
Interview applicants 3 4.29 8 6.78 11 7.64 52 39.69 
Visit high schools to 
address students 11 15.71 6 5.08 14 9. 72 39 29.77 
Evaluate foreign students' 
credentials 2 2.86 9 7.63 4 2.78 48 36.64 
Plan "high school day" 
visits 11 15.71 5 4.24 13 9.03 21 16.03 
Act as secretary to 
admissions committee 6 8.57 7 5.93 13 9.03 23 17.56 
(continued on next page) 
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Admissions Duties 
TABLE 35 (concluded) 
Assistants In 
70 Colleges With 
Enrollment Up to 
499 
Ntnnber Per Cent 
Assistants In 
118 Colleges With 
Enrollment From 
500 to 999 
Ntnnber Per Cent 
Assistants In 
144 Colleges With 
Enrollment From 
1,000 to 2,499 
Ntnnber Per Cent 
Assistants In 
131 Colleges 
With Enrollment 
2,500 and over 
Ntnnber Per Cent 
LU (2) (3) (4) (5) (6) (7) _i§L_ (9) 
Administer the college 
entrance tests 7 10.00 7 5.93 13 9.03 16 12.21 
Plan the freshman 
orientation program 6 8.57 9 7.63 7 4.86 18 13.74 
Serve on admissions 
connnittee 4 5.71 4 3.39 8 5.56 22 16.79 
Reserve rooms for 
resident students 10 14.29 6 5.08 8 5.56 12 9.16 
-..J 
...... 
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Less than 10 per cent of the 463 registrars and 6 per cent of 
their assistants were responsible for the duties concerning the alumni 
association. This is owing to the fact that most alumni associations 
have their own officers. 
The registrars in the enrollment classifications up to 499 stu-
dents and 500 to 999 students were, if anything, more concerned with 
the duties pertaining to the alumni association than the registrars in 
the enrollment classification of 1,000 to 2,499 students and 2,500 stu-
dents and over. However, it is quite evident from Tables 37 and 39 
that few registrars or assistants were concerned to any great extent 
with the duties pertaining to the alumni association. 
Tables 36, 37, 38, and 39 list by number and percentage informa-
tion relative to the duties of registrars and assistants concerning the 
alumni association. 
TABLE 36 
ALUMNI DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Alumni Duties Number 
(1) (2) 
Serve as contact between Alumni 
Association and the college 40 
Work through Alumni groups in 
order to recruit students 40 
Help in planning Alumni Reunion 
or Home Coming Day 29 
Keep up-to-date mailing lists 
of Alumni 18 
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Per Cent 
(3) 
8.63 
8.63 
6.26 
3.88 
Altnnni Duties 
TABLE 37 
ALUMNI DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Registrars (70) Registrars (118) Registrars (144) 
in Colleges With in Colleges With in Colleges With 
Enrollment Up to Enrollment From Enrollment From 
499 500 to 999 1,000 to 2,499 
-- -
N\.Ullber Per Cent N\.Ullber Per Cent N\.Ullber Per Cent 
Registrars (131) 
in Colleges With 
Enrollment 2,500 
and over 
N\.Ullber Per Cent 
(1) (Z) • (3) (4) (5) (6) (7) --u _{8) m (9) 
Serve as contact between 
Alumni Association and 
the college 
Work through Alumni groups 
in order to recruit 
students 
Help in planning Al\.Ullni 
Reunion or Home Coming 
Day 
Keep up-to-date mailing 
lists of Alumni 
7 
9 
5 
4 
10.00 16 
12.86 12 
7.14 14 
5.71 7 
13.56 ll 7.64 6 4.58 
10.17 9 6.25 10 7.63 
ll.86 6 4.17 4 3.05 
5.93 5 3.47 2 1.53 
-....J 
.p-
TABLE 38 
ALUMNI DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Alumni Duties 
(1) 
Keep up-to-date mailing 
lists of Alumni 
WOrk through Alumni groups 
in order to recruit 
students 
Serve as contact between 
Alumni Association and 
the college 
Help in planning Alumni 
Reunion or Home Coming 
Day 
Number 
(2) 
26 
24 
20 
18 
75 
Per Cent 
(3) 
5.61 
5.18 
4.31 
3.88 
Alumni Duties 
TABLE 39 
ALUMNI DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Assistants in 
70 Colleges With 
Enrollment Up to 
499 
Number Per Cent 
Assistants In 
118 Colleges With 
Enrollment From 
500 to 999 
Number Per Cent 
Assistants In 
144 Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent 
Assistants In 131 
Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(1) _ ~-- __ ____{_~)_ __(_.1)_ ~ (5) (6) (7) _ (BL (9) 
Keep up-to-date mailing 
lists of Alumni 7 10.00 5 4.24 ll 7.64 3 2.29 
Work through Alumni groups 
in order to recruit 
students 7 10.00 2 1.69 9 6.25 6 4.58 
Serve as contact between 
Alumni Association and 
the college 6 8.57 3 2.54 9 6.25 2 1.53 
Help in planning Alumni 
Reunion or Home Coming 
Day 6 8.57 
- --
6 4.17 6 4.58 
....... 
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Of the 463 registrars, 62.85 per cent furnished the lists of 
degree candidates, 48.38 per cent assisted in planning commencement, 
and 47.94 per cent ordered diplomas. The other commencement duties 
are listed by number and percentage in Table 40. 
Divided according to the four enrollment classifications, Table 
41 includes the number and percentages of the commencement duties 
which were performed by the registrars. The three top-ranking duties 
as listed by the registrars in the four enrollment classifications 
were as follows: supply list of degree candidates, 74.29 per cent, 
67.80 per cent, 72.22 per cent, and 41.98 per cent, respectively; pre-
pare and order diplomas, 54.29 per cent, 44.91 per cent, 56.64 per cent, 
and 36.64 per cent, respectively; and assist in planning commencement, 
34.29 per cent, 42.37 per cent, 53.47 perd~ent, and 55.72 per cent, re-
spectively. 
A high percentage of the duties concerning the commencement 
program was performed by assistants, particularly in the 131 colleges 
with enrollment of 2,500 students and over. Commencement duties per-
formed by assistants to the 463 registrars are listed in Table 42. 
Table 43 presents the number and percentage of commencement duties di-
vided according to the four enrollment classifications. 
TABLE 40 
COMMENCEMENT DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Commencement Duties Number 
(1) (2) 
Supply lists of degree 
candidates 291 
Assist in planning 
commencement 224 
Prepare and order 
diplomas 222 
Prepare graduation 
program 143 
Order academic caps, 
gowns, and/or hoods 56 
Order commencement 
invitations 45 
Address commencement 
invitations 16 
78 
Per Cent 
(3) 
62.85 
48.38 
47.94 
30.88 
12.09 
9.71 
3.45 
TABLE 41 
COMMENCEMENT DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLWENT 
Commencement Duties Registrars (70) 
In Colleges With 
Enrollment Up to 
499 
Number Per Cent 
Registrars (118) 
In Colleges With 
Enrollment From 
500 to 999 
Number Per Cent 
Registrars (144) 
In Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent 
Registrars (131) 
In Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(J.L___ (2) (3) (4) (5) (6) (7) (8) (9) 
Supply lists of degree 
candidates 
Assist in planning 
commencement 
Prepare and order 
diplomas 
Prepare graduation 
program 
Order academic caps, 
gowns, and/or hoods 
Order commencement 
invitations 
Address commencement 
invitations 
52 
24 
38 
23 
16 
9 
5 
74.29 80 67.80 
34.29 50 42.37 
54.29 53 44.91 
32.86 30 25.42 
22.86 13 11.02 
12.86 16 13.56 
7.14 6 5.08 
104 72.22 55 41.98 
77 53.47 73 55.72 
83 56.64 48 36.64 
56 38.89 34 25.96 
20 13.89 7 5.34 
13 9.03 7 5.34 
2 1.39 3 2.29 
-...! 
\0 
TABLE 42 
COMMENCEMENT DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Commencement Duties Nwnber 
(1) (2) 
Prepare and order diplomas 167 
Supply lists of degree 
candidates 133 
Prepare graduation program 80 
Order academic caps, gowns, 
and/or hoods 65 
Assist in planning 
commencement 41 
Address commencement 
invitations 37 
Order commencement 
invitations 33 
80 
Per Cent 
(3) 
36.06 
28.72 
17.27 
14.03 
8.85 
7.99 
7.12 
TABLE 43 
COMMENCEMENT DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLIJ1ENT 
Commencement Duties Assistants in 
70 Colleges With 
Enrollment Up to 
499 
Number Per Cent 
Assistants In 118 
Colleges With 
Enrollment From 
500 to 999 
Number Per Cent 
Assistants In 
144 Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent 
Assistants In 131 
Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(_].) __ --- (2) (3) (4) (5) (6) (7) (8) (9) 
Prepare and order 
diplomas 7 10.00 31 26.27 48 33.33 81 61.83 
Supply lists of degree 
candidates 5 7.14 27 22.88 41 28.47 60 45.80 
Prepare graduation 
program 5 7.14 7 5.93 20 13.89 48 36.64 
Order academic caps, 
gowns, and/or hoods 8 ll.43 15 12.71 22 15.28 20 15.27 
Assist in planning 
commencement 2 2.86 3 2.54 11 7.64 25 19.08 
Address commencement 
invitations 4 5.71 10 8.47 12 8.33 ll 8.40 
Order Commencement 
invitations 4 5.71 6 5.08 14 9.72 9 6.87 
co ,_. 
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High on the list of duties performed by registrars were those 
concerning scholastic records. Of the 463 responding registrars, 69 
per cent were concerned with the analysis of grades, 65 per cent with 
evaluating records of candidates for graduation, 64 per cent with com-
pilation of statistical reports involving grades, 50 per cent with 
annual enrollment statistics by departments, and 43 per cent with the 
preparation of dean's list and honor roll. 
Other scholastic records duties performed by the 463 registrars 
are listed by number and percentage in Table 44. 
Table 45 indicates the number and percentage of scholastic rec-
ords duties performed by the registrars in the 70 colleges with enroll-
ment up to 500 students ranged from 86 per cent to 31 per cent; in the 
118 colleges with enrollment from 500 to 999 students, the scholastic 
records duties ranged from 79 per cent to 25 per cent; in the 144 col-
leges with enrollment from 1,000 to 2,499, the scholastic records duties 
ranged from 78 per cent to 19 per cent; in the 131 colleges with en-
rollment of 2,500 students and over, the scholastic records duties 
ranged from 49 per cent to 10 per cent. 
The scholastic records duties such as preparing lists were per-
formed by 65 per cent of the assistants, while 77 per cent recorded 
grades, prepared grade sheets, and issued transcripts. Table 46 indi-
cates the number and per cent of duties performed by the assistants, 
while Table 47 lists the duties performed by the assistants according 
to the four enrollment classifications. 
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The percentage of scholastic records duties performed by assis-
tants was quite high in all four enrollment classifications. In the 
70 colleges, the duties performed by assistants ranged from 75.71 per 
cent to 11.43 per cent; in the 118 colleges, the duties performed by 
assistants ranged from 76.27 per cent to 13.56 per cent; in the 144 
colleges, the duties performed by assistants ranged from 100 per cent 
to 23.61 per cent; and in the 131 colleges, the duties performed by 
assistants ranged from 82.44 per cent to 34.35 per cent. 
TABLE 44 
SCHOLASTIC RECORDS DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Scholastic Records Duties Number Per Cent 
(1) (2) (3) 
Analysis of grades 320 69.11 
Evaluate records of candidates 
for graduation 299 64.57 
Compile statistical reports 
involving grades 295 63.71 
Annual enrollment statistics 
by departments 233 50.32 
Prepare the honor roll and 
dean's list 200 43.19 
Record the students' grades 165 35.63 
Prepare the students' report 
sheets 132 28.50 
Prepare class lists for grade 
sheets 127 27.42 
Prepare transcripts 120 25.91 
Notify high schools of 
freshmen grades 118 25.48 
Issue mid-semester warnings 110 23.74 
Issue probation notices 105 22.67 
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TABLE 45 
SCHOLASTIC RECORDS DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Scholastic Records Duties Registrars (70) 
In Colleges With 
Enrollment Up to 
499 
Number Per Cent 
Registrars (ll8) 
In Colleges With 
Enrollment From 
500 to 999 
. ; 
Registrars (144) 
In Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent Number Per Cent 
Registrars (131) 
In Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(1) (2) _ ____(ll_ _____ ____{_4}__ (5) (6) - .. _{lL__ (8) (9) 
Analysis of grades 
Evaluate records of 
candidates for 
graduation 
Compile statistical 
reports involving 
grades 
Annual enrollment 
statistics by 
departments 
Prepare the honor roll 
and dean's list 
Record the students' grades 
Prepare the students' 
report sheets 
Prepare class lists for 
grade sheets 
Prepare transcripts 
Notify high schools of 
freshmen grades 
Issue mid-semester warnings 
Issue probation notices 
60 
57 
52 
44 
39 
43 
34 
37 
31 
30 
22 
23 
85.71 
81.43 
74.29 
62.86 
55.71 
61.43 
48.57 
52.86 
44.29 
42.86 
31.43 
32.86 
92 
93 
83 
67 
60 
52 
42 
29 
31 
40 
37 
34 
77.97 
78.81 
70.34 
56.78 
50.85 
44.07 
35.60 
24.58 
26.27 
33.90 
31.36 
28.81 
104 
ll2 
101 
75 
66 
42 
32 
35 
37 
28 
38 
33 
72.22 
77.78 
70.14 
52.08 
45.83 
29.17 
22.22 
24.31 
25.69 
19.44 
26.39 
22.92 
64 
37 
59 
47 
35 
28 
24 
26 
21 
20 
13 
15 
48.85 
28.24 
45.04 
35.88 
26.72 
21.37 
18.32 
19.85 
16.03 
15.27 
9.92 
ll.45 
<X> 
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TABLE 46 
SCHOLASTIC RECORDS DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Scholastic Reconds Duties 
(1) 
Prepare transcripts 
Record the students• grades 
Prepare the students• report 
sheets 
Prepare class lists for grade 
sheets 
Evaluate records of candidates 
for graduation 
Issue mid-semester warnings 
Notify high schools of 
freslunen grades 
Prepare the honor roll and 
dean's list 
Annual enrollment statistics 
by departments 
Compile statistical reports 
involving grades 
Analysis of grades 
Issue probation notices 
Number 
(2) 
361 
357 
355 
300 
252 
243 
224 
197 
190 
183 
162 
105 
Per Cent 
(3) 
77.96 
77.10 
76.67 
64.79 
54.42 
52.48 
48.38 
42.54 
41.03 
39.52 
34.98 
22.67 
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TABLE 47 
SCHOLASTIC RECORDS DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Scholastic Records Duties Assistants In Assistants In Assistants In 
70 Colleges With 118 Colleges With 144 Colleges With 
Enrollment Up to Enrollment From Enrollment From 
499 500 to 999 1,000 to 2,499 
Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) 
Prepare transcripts 42 60.00 90 76.27 121 84.03 
Record the students' grades 53 75.71 84 71.19 ll5 79.86 
Prepare the students' report 
sheets 51 72.86 84 71.19 ll7 81.25 
Prepare class lists for 
grade sheets 44 62.86 67 56.78 95 65.97 
Evaluate records of candi-
dates for graduation 8 ll.43 22 18.64 144 100.00 
Issue mid-semester warnings 21 30.00 32 27.12 141 97.92 
Notify high schools of 
freshmen grades 23 32.86 50 42.37 78 54.17 
Prepare honor roll and 
dean 1 s list 15 21.43 49 41.53 61 42.36 
Annual enrollment statistics 
by departments 19 27.14 39 33.05 61 42.36 
Compile statistical reports 
involving grades 12 17.14 42 35.59 52 36.11 
Analysis of grades 17 24.29 34 28.81 49 34.03 
Issue probation notices 10 14.29 16 13.56 34 23.61 
Assistants In 
131 Colleges 
With Enrollment 
2,500 and over 
-
Number Per Cent 
(8) (9) 
108 82.44 
105 80.15 
103 78.63 
94 71.75 
78 59.54 
49 37.40 
73 55.72 
72 54.96 
71 54.20 
77 58.78 
62 47.33 
45 34.35 
00 
....... 
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In many of the colleges participating in this study there was a 
separate placement office. An appreciable number of registrars were 
responsible for counseling duties. Of the 463 registrars, 75, or 16.19 
per cent, counseled students. According to the four enrollment classi-
fications, the percentage of each group of registrars who counseled 
students was as follows: 28 per cent of the 70 registrars from the 
small colleges; 15 per cent of the 118 registrars from the second en-
rollment classification; 19 per cent of the 144 registrars from the 
third enrollment classification; and 8 per cent of the registrars from 
the largest enrolbnent classification. 
The placement duties which were performed by the 463 registrars 
are indicated in Table 48, while Table 49 gives the number and percent-
age of the duties performed by the registrars as classified by enroll-
ment. 
Few placement duties were performed by assistants to the 463 
registrars. Table 50 lists by number and percentage the placement 
duties which were performed by the assistants to the 463 registrars, 
and Table 51 compares the duties by number and percentage in each of 
the four enrollment classifications. 
TABLE 48 
PLACEMENT DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Placement Duties 
(1) 
Counsel students 
Handle faculty recommendations 
which are on file for seniors 
Prepare placement credentials 
for prospective employers 
Distribute career literature 
to the students 
Find employment for graduates 
Plan "career day" programs 
Find employment for alumni 
Contact prospective employers 
Find part-time employment for 
students 
Find summer employment for 
students 
Number 
(2) 
75 
41 
38 
36 
21 
21 
17 
16 
12 
7 
Per Cent 
(3) 
16.19 
8.85 
8.20 
7.77 
4.53 
4.53 
3.67 
3.45 
2.59 
1.51 
89 
Placement Duties 
TABLE 49 
PLACEMENT DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Registrars (70) 
in Colleges With 
Enrollment Up to 
499 
Registrars (118) 
in Colleges With 
Enrollment From 
500 to 999 
Registrars (144) 
in Colleges With 
Enrollment From 
1,000 to 2,499 
Registrars (131) 
in Colleges With 
Enrollment 2,500 
and over 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) _____ __(fl__ (3) (4) (5) (6) (7) (8) (9) 
Counsel students 20 
Handle faculty recommendations 
which are on file for 
seniors 15 
Prepare placement credentials 
for prospective employers 12 
Distribute career literature 
to the students 12 
Find employment for graduates 5 
Plan 11career day 11 programs 4 
Find employment for alumni 4 
Contact prospective employers 5 
Find part-time employment for 
students 2 
Find Summer employment for 
students 2 
28.57 
21.43 
17.14 
17.14 
7.14 
5.71 
5. 71 
7.14 
2.86 
2.86 
18 
14 
14 
10 
7 
6 
6 
5 
5 
4 
15.25 
11.86 
11.86 
8.47 
5.93 
5.08 
5.08 
4.24 
4.24 
3.39 
27 
9 
10 
11 
9 
4 
7 
6 
4 
1 
18.75 
6.25 
6.94 
7.64 
6.25 
2.78 
4.86 
4.17 
2.78 
.69 
10 7.63 
3 2.29 
2 1.53 
3 2.29 
7 5.34 
1 .76 
\C) 
0 
TABLE 50 
PLACEMENT DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Placement Duties 
(1) 
Distribute career literature 
to the students 
Prepare placement credentials 
for prospective employers 
Find part-time employment for 
students 
Handle faculty recommendations 
which are on file for seniors 
Find Sammer employment for 
students 
Plan "career day" programs 
Counsel students 
Contact prospective employers 
Find employment for graduates 
Find employment for alumni 
Number 
(2) 
25 
23 
20 
20 
17 
17 
15 
14 
13 
11 
Per Cent 
(3) 
5.39 
4.96 
4.31 
4.31 
3.67 
3.67 
3.23 
3.02 
2.80 
2.37 
TABLE 51 
PLACEMENT DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Placement Duties Assistants In Assistants In Assistants In 
70 Colleges With 118 Colleges With 144 Colleges With 
Enrollment Up to Enrollment From Enrollment From 
499 500 to 999 1,000 to 2,499 
Ntunber Per Cent Ntunber Per Cent Ntunber Per Cent 
(1) (2) (3) (4) (5) (6) (7) 
Distribute career literature 
to the students 7 10.00 3 2.54 9 6.25 
Prepare placement credentials 
for prospective employers 6 8.57 4 3.39 10 6.94 
Find part-time employment for 
students 5 7.14 3 2.54 11 7.64 
Handle faculty recommendations 
which are on file for 
seniors 2 2.86 4 3.39 11 7.64 
Find Summer employment for 
students 5 7.14 3 2.54 7 4.86 
Plan "career day" programs 5 7.14 2 1.69 6 4.17 
Counsel Students 1 1.43 4 3.39 4 2.78 
Contact prospective employers 4 5. 71 
- --
7 4.86 
Find employment for graduates 5 7.14 1 .85 5 3.47 
Find employment for altunni 4 5.71 
- --
5 3.47 
Assistants In 
131 Colleges 
With Enrollment 
2,500 and over 
-
Ntunber Per Cent 
(8) (9) 
6 4.58 
3 2.29 
1 .76 
3 2.29 
2 1.53 
4 3.05 
6 4.58 
3 2.29 
2 1.53 
2 1.53 
1.0 
N 
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Of the 463 registrars, 205, or 44.27 per cent, proofread the 
catalogue galleys; 186, or 40.17 per cent prepared the academic calen-
dar; 180, or 38.87 per cent, prepared catalogue material for the 
printer; and 152, or 32.82 per cent, collected material for the cata-
logue f~om the faculty. Other publications duties performed by the 
463 registrars are listed by number and percentage in Table 52. 
An appreciable number of registrars performed publication duties; 
however, as the size of the institution increased, the number of regis-
trars who performed the publication duties decreased. Of the 70 regis-
trars from the small colleges, the percentage ranged from 1 per cent to 
67 per cent; of the 118 from the second enrollment grouping, the per-
centage ranged from less than 1 per cent to 54 per cent; of the 144 
registrars from the third enrollment grouping, the percentages ranged 
from less than 1 per cent to 42 per cent; and from the 131 registrars 
from the largest enrollment grouping, the percentages ranged from some 
duties which were not performed to 45 per cent. 
Table 53 indicates by number and percentage the publication 
duties which were performed by the registrars classified by enrollment. 
The publication duties performed by assistants to the 463 reg-
istrars ranged from 1.72 per cent to 20.51 per cent. Table 54 indi-
cates the number and percentage of duties performed by the assistants 
to the 463 registrars, while Table 55 indicates the duties as performed 
by the assistants classified by enrollment. 
TABLE 52 
PUBLICATIONS DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Publications Duties 
(1) 
Proof read the catalogue galleys 
Prepare the academic calendar 
Prepare catalogue material for 
printer 
Collect material for the catalogue 
from faculty 
Compile admission leaflets 
Assist in compiling the student 
handbook 
Assist in preparing the social 
calendar 
Assist in preparing the alumni 
bulletin 
Assist in editing the yearbook 
Assist in editing the college 
newspaper 
Number 
(2) 
205 
186 
180 
152 
93 
80 
37 
9 
4 
2 
Per Cent 
(3) 
44.27 
40.17 
38.87 
32.82 
20.08 
17.27 
7.99 
1.94 
.86 
.43 
94' 
TABLE 53 
PUBLICATIONS DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Publications Duties Registrars (70) 
in Colleges With 
Enrollment Up to 
499 
Nl.Ullber Per Cent 
Registrars (118) 
in Colleges With 
Enrollment From 
500 to 999 
Nl.Ullber Per Cent 
Registrars (144) 
in Colleges With 
Enrollment From 
1,000 to 2,499 
Nl.Ullber Per Cent 
Registrars (131) 
in Colleges With 
Enrollment 2,500 
and over 
Nl.Ullber Per Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
Proof read the catalogue 
galleys 
Prepare the academic 
calendar 
Prepare catalogue material 
for printer 
Collect material for the 
catalogue from faculty 
Compile admission leaflets 
Assist in compiling the 
student handbook 
Assist in preparing the 
social calendar 
Assist in preparing the 
47 
29 
36 
32 
12 
18 
ll 
all.Uilni bulletin 3 
Assist in editing the yearbook 1 
Assist in editing the college 
newspaper 1 
67.14 
41.43 
51.43 
45.71 
17.14 
25.71 
15.71 
4.29 
1.43 
1.43 
64 
46 
57 
50 
22 
24 
12 
3 
2 
1 
54.24 
38.98 
48.30 
42.37 
18.64 
20.34 
10.17 
2.54 
1.69 
.85 
61 
52 
54 
43 
23 
22 
12 
3 
1 
42.36 
36.ll 
37.50 
29.86 
15.97 
15.28 
8~33 
2.08 
.69 
33 
59 
33 
27 
36 
16 
2 
25.19 
45.04 
25.19 
20.61 
27.48 
12.21 
1.53 
\0 
V1 
TABLE 54 
PUBLICATIONS DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Publications Duties Number Per Cent 
(1) 
Proof read the catalogue galleys 
Prepare catalogue material for 
printer 
Collect material for the catalogue 
from faculty 
Compile admission leaflets 
Assist in compiling the student 
handbook 
Prepare the academic calendar 
Assist in preparing the social 
calendar 
Assist in preparing the alumni 
bulletin 
Assist in editing the college 
newspaper 
Assist in editing the yearbook 
(2) 
95 
59 
51 
45 
36 
29 
18 
11 
10 
8 
(3) 
20.51 
12.74 
11.01 
9.71 
7. 77 
6.26 
3.88 
2.37 
2.15 
1.72 
96 
TABLE 55 
PUBLICATIONS DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Publications Duties Assistants In Assistants In Assistants In 
70 Colleges With 118 Colleges With 144 Colleges With 
Enrollment Up to Enrollment From Enrollment From 
499 500 to 999 1,000 to 2,499 
Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) 
Proof read the catalogue 
galleys 9 12.86 22 18.64 26 18.06 
Prepare catalogue material 
for printer 4 5.71 13 11.02 18 12.50 
Collect material for the 
catalogue from faculty 4 5.71 ll 9.32 12 8.33 
Compile admission leaflets 2 2.86 8 6.78 8 5.56 
Assist in compiling the 
student handbook 9 12.86 4 3.39 13 9.03 
Prepare the academic 
calendar 1 1.43 2 1.69 7 4.86 
Assist in preparing the 
social calendar 4 5.71 4 3.39 7 4.86 
Assist in preparing the 
alumni bulletin 2 2.86 2 1.69 6 4.17 
Assist in editing the 
college newspaper 2 2.86 2 1.69 4 2.78 
Assist in editing the 
yearbook 2 2.86 1 .85 3 2.08 
Assistants In 
131 Colleges 
With Enrollment 
2,500 and over 
-
Number Per Cent 
(8) (9) 
38 29.01 
24 18.32 
24 18.32 
27 20.61 
10 7.63 
19 14.50 
3 2.29 
1 .76 
2 1.53 
2 1.53 
\C) 
'-I 
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Duties concerning registration were performed by a large per-
centage of the registrars who responded. Of the 463 registrars, 394, 
or 85.09 per cent, analyzed and revised registration procedures; 367, 
or 79.26 per cent, registered students at the beginning of the semester; 
335, or 72.35 per cent, prepared and distributed enrollment figures; 
and 334, or 72.13 per cent, assisted in planning preregistration dates. 
With the exception of collecting registration fees and tuition, 
which was performed by less than 6 per cent of the 463 registrars, the 
other registration duties were performed by from 71 to 87 per cent of 
the 70 registrars from the small colleges, by from 66 to 81 per cent 
of the 118 registrars from the second enrollment classification, by 
from pl to 89 per cent of the 144 registrars from the third enrollment 
classification, and by from 24 to 87 per cent of the 131 registrars 
from the large colleges. 
Table 56 indicates by number and percentage the registration 
duties performed by 463 registrars, and Table 57 compares the duties 
in the four enrollment classifications. 
Registration duties were performed by from 10 to 46 per cent of 
the assistants to the 463 registrars. Duties concerning registration 
which were performed by the assistants to the 463 registrars are in-
cluded in Tables 58 and 59. 
TABLE 56 
REGISTRATION DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Registration Duties 
(1) 
Analyze and revise registration 
procedures 
Register students at the beginning 
of semester 
Prepare and distribute enrolbnent 
figures 
Assist in planning preregistration 
dates 
Distribute completed registration 
data 
Assist students in selecting 
courses 
Collect registration fees and 
tuition 
Number 
(2) 
394 
367 
335 
334 
309 
251 
25 
99 
Per Cent 
(3) 
85.09 
79.26 
72.35 
72.13 
66.73 
54.21 
5.39 
TABLE 57 
REGISTRATION DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Registration Duties Registrars (70) Registrars (118) Registrars (144) 
in Colleges With in Colleges With in Colleges With 
Enrollment Up to Enrollment From Enrollment From 
499 500 to 999 1,000 to 2,499 
Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) 
Analyze and revise 
registration procedures 58 82.86 94 79.66 128 88.89 
Register students at the 
beginning of semester 61 87.14 96 81.36 126 87.50 
Prepare and distribute 
enrollment figures 59 84.29 94 79.66 122 84.72 
Assist in planning pre-
registration dates 52 74.29 95 80.51 ll2 77.78 
Distribute completed 
registration data 50 71.42 87 73.73 105 72.92 
Assist students in 
selecting courses 52 74.29 78 66.10 89 61.81 
Collect registration 
fees and tuition 10 14.29 6 5.08 3 2.08 
Registrars (131) 
in Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(8) (9) 
ll4 87.02 
84 64.12 
90 68.70 
75 57.25 
67 51.14 
32 24.43 
6 4.58 
1-' 
0 
0 
TABLE 58 
REGISTRATION DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Registration Duties 
(1) 
Register students at the 
beginning of semester 
Distribute completed 
registration data 
Prepare and distribute 
enrollment figures 
Analyze and revise 
registration procedures 
Assist students in selecting 
courses 
Assist in planning pre-
registration dates 
Collect registration fees 
and tuition 
Number 
(2) 
214 
188 
165 
87 
76 
66 
45 
Per Cent 
(3) 
46.22 
40.60 
35.63 
18.79 
16.41 
14.25 
9.71 
101 
TABLE 59 
REGISTRATION DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Registration Duties Assistants In 
70 Colleges With 
Enrollment Up to 
499 
Assistants In 
118 Colleges With 
Enrollment From 
500 to 999 
Assistants In 
144 Colleges With 
Enrollment From 
1,000 to 2,499 
Assistants In 
131 Colleges With 
Enrollment 2,500 
and over 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) 1._7)_ .. (8) (9) 
Register students at the 
beginning of semester 20 28.57 44 37.29 66 45.83 84 64.12 
Distribute completed 
registration data 20 28.57 31 26.27 62 43.06 75 57.25 
Prepare and distribute 
enrollment figures 18 25.71 32 27.12 58 40.28 58 44.27 
Analyze and revise 
registration procedures 5 7.14 11 9.32 29 20.14 42 32.06 
Assist students in 
selecting courses 6 8.57 25 21.19 23 15.97 22 16.79 
Assist in planning pre-
registration dates 5 7.14 17 14.41 12 8.33 32 24.43 
Collect registration fees 
and tuition 5 7.14 8 6.78 19 13.19 13 9.92 
....... 
0 
N 
. 
. l 
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Divided according to enrollment, an average of 53 per cent of 
the 70 registrars from the small colleges were responsible for prepar-
ing the schedule of courses, preparing the examination schedule, and 
assigning classrooms, while only an average of 22 per cent were re-
sponsible for preparing proctor's schedules, distributing the completed 
examinations, and distributing the schedules of faculty and students. 
An average of 61 per cent of the 118 registrars from the second 
enrollment classification were responsible for preparing the schedule 
of courses, preparing the examination schedule, and assigning class-
rooms, while an average of 27 per cent were responsible for preparing 
the proctor's schedule, distributing the completed examinations, and 
distributing the schedules of faculty and students. 
An average of 50 per cent of the 144 registrars from the third 
enrollment classification were responsible for preparing the schedule 
of courses, preparing the examination schedule, and assigning class-
rooms, while an average of 21 per cent were responsible for preparing 
the proctor's schedule, distributing the completed examinations, and 
distributing the schedules of faculty and students. 
An average of 33 per cent of the 131 registrars from the large 
colleges were responsible for preparing the schedule of courses, pre-
paring the examination schedule, and assigning classrooms, while an 
average of 10 per cent were responsible for preparing the proctor's 
schedule, distributing the completed examinations, and distributing 
the schedules of faculty and students. Tables 60 and 61 indicate by 
number and percentage the schedule duties performed by registrars. 
-~-
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From 6 per cent to 18 per cent of the assistants to the 463 
registrars performed scheduliyg duties which are listed by number and 
percentage in Tables 62 and 63. 
TABLE 60 
SCHEDULE DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Schedule Duties Number 
(1) (2) 
Prepare the examination 
schedule 236 
Prepare the schedule of 
courses 219 
Assign Classrooms 215 
Distribute the schedules of 
faculty and students 137 
Prepare the proctor's 
schedules 80 
Distribute the completed 
examinations 57 
105 
Per Cent 
(3) 
50.97 
47.30 
46.43 
29.58 
17.27 
12.31 
Schedule Duties 
TABLE 61 
SCHEDULE DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Registrars (70) 
In Colleges With 
Enrollment Up to 
499 
Number Per Cent 
Registrars (118) 
In Colleges With 
Enrollment From 
500 to 999 
Number Per Cent 
Registrars (144) 
In Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent 
Registrars (131) 
In Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
Prepare the examination 
schedule 
Prepare the schedule of 
courses 
Assign classrooms 
Distribute the schedules 
of faculty and students 
Prepare the proctor's 
schedule 
Distribute the completed 
examinations 
39 
36 
37 
22 
13 
11 
55.71 73 61.86 
51.43 71 60.17 
52.86 71 60.17 
31.43 49 41.53 
18.57 24 20.34 
15.71 23 19.49 
79 54.86 45 34.35 
67 46.53 45 34.35 
68 47.22 39 29.77 
46 31.94 20 15.27 
29 20.14 14 10.69 
16 11.11 7 5.34 
...... 
0 
0\ 
~~ 
TABLE 62 
SCHEDULE DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Schedule Duties 
(1) 
Assign Classrooms 
Prepare the schedule 
of courses 
Distribute the schedules 
of faculty and students 
Prepare the examination 
schedule 
Prepare the proctor's 
schedules 
Distribute the completed 
examinations 
Number 
(2) 
84 
75 
73 
63 
31 
30 
107 
Per Cent 
(3) 
18.14 
16.19 
15.76 
13.60 
6.69 
6.47 
TABLE 63 
SCHEDULE DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Schedule Duties 
(1) 
Assign classrooms 
Prepare the schedule 
of courses 
Distribute the schedules 
of faculty and students 
Prepare the examination 
schedule 
Prepare the proctor's 
schedule 
Distribute the completed 
examinations 
Assistants In 70 
Colleges With En-
rollment Up to 
499 
Ntunber Per Cent 
(2) (3) 
6 8.57 
4 5.71 
11 15.71 
9 12.86 
4 5.71 
7 10.00 
Assistants In 118 
Colleges With En-
rollment From 500 
to 999 
Ntunber Per Cent 
(4) (5) 
9 7.63 
11 9.32 
17 14.41 
11 9.32 
6 5.08 
6 5.08 
Assistants In 144 
Colleges With En-
rollment From 
1,000 to 2,499 
Ntunber Per Cent 
(6) (7) 
20 13.89 
18 12.50 
24 16.67 
22 15.28 
7 4.86 
13 9.03 
Assistants In 131 
Colleges With En-
rollment 2,500 
and over 
Ntunber Per Cent 
(8) (9) 
49 37.40 
42 32.06 
21 16.03 
41 31.30 
14 10.69 
4 3.05 
....... 
0 
00 
' 
-..:*':::·. 
TABLE 64 
SCHOLARSHIP DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Scholarship Duty Number 
(1) (2) 
Assist in administering scholar-
ships and loans 128 
Correspond with students relative 
to scholarships 118 
Assist in handling Federal Aid to 
Education loans 76 
Administer the tests for scholarships 23 
109 
Per Cent 
(3) 
27.64 
25.48 
16.41 
4.96 
It is an interesting statistic that an average of almost 30 per 
cent of the registrars were engaged in administering scholarships and 
loan programs. In the small institutions as many as 52 per cent were 
so engaged, while in the larger institutions only 13 per cent were 
actively involved in this area. Less than 10 per cent of the assistants 
to the 463 registrars were involved in scholarship duties. Tables 64, 
65, 66, and 67 list by number and percentage the duties performed by 
registrars and assistants in relation to scholarships. 
----·---······----------~---------
TABLE 65 
SCHOLARSHIP DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Scholarship Duties 
(1) 
Assist in administering 
scholarships and loans 
Correspond with students 
relative to scholarships 
Assist in handling Federal 
Aid to Education loans 
Administer the tests for 
scholarships 
Registrars (70) 
In Colleges With 
Enrollment Up to 
499 
Registrars (118) 
In Colleges With 
Enrollment From 
500 to 999 
Number Per Cent Number Per Cent 
(2) (3) (4) (5) 
37 52.86 41 34.75 
29 41.43 39 33.05 
21 30.00 25 21.19 
9 12.86 3 2.54 
Registrars (144) 
In Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent 
(6) (7) 
32 22.22 
31 21.53 
20 13.89 
9 6.25 
Registrars (131) 
In Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(8) (9) 
18 13.74 
19 14.50 
10 7.63 
2 1.53 
1-' 
1-' 
0 
1, 
TABLE 66 
SCHOLARSHIP DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Scholarship Duties Number 
(1) (2) 
Correspond with students 
relative to scholarships 39 
Assist in handling Federal 
Aid to Education Loans 21 
Assist in administering 
scholarships and loans 20 
Administer the tests for 
scholarships 15 
111 
Per Cent 
(3) 
8.42 
4.53 
4.31 
3.23 
TABLE 67 
SCHOLARSHIP DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Scholarship Duties 
(1) 
Correspond with students 
relative to scholarships 
Assist in handling Federal 
Aid to Education loans 
Assist in administering 
scholarships and loans 
Administer the tests for 
scholarships 
Assistants In 
70 Colleges With 
Enrollment Up to 
499 
Number Per Cent 
(2) (3) 
5 7.14 
- --
1 1.43 
3 4.29 
Assistants In 
118 Colleges With 
Enrollment From 
500 to 999 
Number Per Cent 
(4) (5) 
9 7.63 
4 3.39 
6 5.08 
2 1.69 
Assistants In 
144 Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent 
(6) (7) 
14 9.72 
7 4.86 
5 3.47 
5 3.47 
Assistants In 
131 Colleges 
With Enrollment 
2,500 and over 
Number Per Cent 
(8) (9) 
ll 8.40 
10 7.63 
8 6.ll 
5 3.82 
...... 
...... 
N 
( 
TABLE 68 
TESTING DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Testing Duty 
(1) 
Administer the standard examinations 
Handle applications for standard 
examinations 
Number 
(2) 
55 
44 
113 
Per Cent 
(3) 
11.87 
9.50 
Because so many colleges make almost exclusive use of the 
Scholastic Aptitude Tests and Achievement Test of the College Entrance 
Examination Board, few registrars or assistants were engaged in test-
ing duties. Not a few of the institutions responding have departments 
whose chief concern was that of testing, as indicated in Tables 68, 
6 9 , 7 0, and 71. 
Testing Duties 
TABLE 69 
TESTING DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Registrars (70) 
in Colleges With 
Enrollment Up to 
499 
Number Per Cent 
Registrars (118) 
in Colleges With 
Enrollment From 
500 to 999 
Number Per Cent 
Registrars (144) 
in Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent 
Registrars (131) 
in Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(1) u _ ___{ZL (3) (4) (5) (6) (7) n~n ____ _______i9_} 
Administer the 
standard examinations 
Handle applications for 
standard examinations 
17 
12 
24.29 19 
17.14 14 
16.10 13 9.03 6 4.58 
11.86 12 8.33 6 4.58 
...... 
...... 
.p-
Testing Duties 
(1) 
TABLE 70 
TESTING DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Number 
(2) 
Administer the standard 
examinations 22 
Handle applications for 
standard examinations 21 
115 
Per Cent 
(3) 
4.75 
4.53 
Testing Duties 
TABLE 71 
TESTING DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Assistants In 
70 Colleges With 
Enrollment Up to 
499 
Number Per Cent 
Assistants In 
118 Colleges With 
Enrollment From 
500 to 999 
Number Per Cent 
Assistants In 
144 Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent 
Assistants In 
131 Colleges With 
Enrollment 2,500 
and over 
Number Per Cent 
(1) (2) __ UL_____ _(4) (5) (6J (7) onu ______{2_} 
Administer the 
standard examinations 
Handle applications for 
standard examinations 
4 
3 
5.71 6 
4.29 4 
·"' 
5.08 7 4.86 5 3.82 
3.39 4 2.78 10 7.63 
..... 
..... 
C1' 
TABLE 72 
MISCELLANEOUS DUTIES PERFORMED BY REGISTRARS 
IN 463 RESPONDING COLLEGES 
Miscellaneous Duties Number 
(1) (2) 
Complete government survey reports 
on enrollment 293 
Advise veterans 125 
Advise foreign students 108 
Prepare class notes and examinations 61 
Arrange appointments for the Dean 15 
Handle students' insurance claims 8 
Cash checks for students 6 
117 
Per Cent 
(3) 
63.28 
26.99 
23.32 
13.17 
3.23 
1.72 
1.29 
Of the 463 responding registrars, 63 per cent were responsible 
for the completion of government surveys and reports on enrollment, 
27 per cent served as advisers to veterans, and 23 per cent served as 
advisers to foreign students. Other miscellaneous duties which were 
performed by registrars and assistants are listed by number and per-
centage in Tables 72, 73, 74, and 75. 
TABLE 73 
MISCELLANEOUS DUTIES PERFORMED BY REGISTRARS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Miscellaneous Duties Registrars (70) 
in Colleges With 
Enrollment Up to 
499 
Registrars (118) 
in Colleges With 
Enrollment From 
500 to 999 
Registrars (144) 
in Colleges With 
Enrollment From 
1,000 to 2,499 
Registrars (131) 
in Colleges With 
Enrollment 2,500 
and over 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
~ll ~2l ~3l ~4l ~Sl ~62 ~n ~8l ~9l 
Complete government survey 
reports on enrollment 54 77.14 78 66.10 90 62.50 71 54.20 
Adviser to veterans 25 35.71 34 28.81 46 11.94 20 15.27 
Adviser to foreign students 27 38.57 30 25.42 40 27.78 ll 8.40 
Prepare class notes and 
examinations 21 30.00 24 20.34 13 9.03 3 2.29 
Arrange appointments for 
the Dean 7 10.00 6 5.08 2 1.39 
Handle students' insurance 
claims 5 7.14 1 .85 2 1.39 
Cash checks for students 2 2.86 3 2.54 1 .69 
t-' 
t-' 
00 
TABLE 74 
MISCELLANEOUS DUTIES PERFORMED BY ASSISTANTS 
IN 463 RESPONDING COLLEGES 
Miscellaneous Duties Number 
(1) (2) 
Complete government survey 
reports on enrolLment 111 
Adviser to veterans 62 
Prepare class notes and 
examinations 35 
Adviser to foreign students 24 
Arrange appointments for the 
Dean 21 
Cash checks for students 8 
Handle students insurance 
claims 8 
119 
Per Cent 
(3) 
23.97 
13.39 
7.55 
5.18 
4.53 
1.72 
1.72 
TABLE 75 
MISCELLANEOUS DUTIES PERFORMED BY ASSISTANTS IN RESPONDING COLLEGES 
ARRANGED ACCORDING TO ENROLLMENT 
Miscellaneous Duties 
(1) 
Complete government survey 
reports on enrollment 
Adviser to veterans 
Prepare class notes and 
examinations 
Adviser to foreign students 
Arrange appointments for 
the Dean 
Cash checks for students 
Handle students' insurance 
claims 
Assistants In 
70 Colleges With 
Enrollment Up to 
499 
Number Per Cent 
(2) (3) 
13 18.57 
3 4.29 
5 7.14 
3 4.29 
4 5.71 
2 2.86 
2 2.86 
Assistants In 
118 Colleges With 
Enrollment From 
500 to 999 
Assistants In 
144 Colleges With 
Enrollment From 
1,000 to 2,499 
Number Per Cent Number Per Cent 
(4) (5) (6) (7) 
23 19.49 33 22.92 
13 ll.02 19 13.19 
8 6.78 12 8.33 
4 3.39 8 5.56 
6 5.08 7 4.86 
1 .85 3 2.08 
1 .85 4 2.78 
Assistants In 
131 Colleges 
With Enrollment 
2,500 and over 
Number Per Cent 
(8) (9) 
42 32.06 
27 20.61 
10 7.63 
9 6.87 
4 3.05 
2 1.53 
1 .76 
1-' 
N 
0 
The Place of Business Education in the Training 
and Work of the 463 Reg~strars 
Only a small number of the responding registrars (generally 
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from the larger institutions) questioned the usefulness of business 
education in the work of the registrar. They stated that registrars 
are makers of policy and not clerks. But one is likely to find in 
the offices of these few registrars, or in adjoining offices, secre-
taries or administrative assistants who quietly but efficiently per-
form many of the tasks which in a smaller college fall to the registrar. 
Of the 463 responding registrars, more than 71 per cent found 
business education competencies necessary for work, needed for effi-
ciency, or useful for work. Approximately 24 per cent did not value 
the use of business education competencies in their work. 
Table 76 shows the place that business education held in the 
work of registrars as estimated by the 463 registrars under the titles: 
(a) Necessary for work, (b) Needed for efficiency, (c) Useful, (d) 
Unnecessary. The numbers and percentages in Table 76 are computed and 
reported for the combined enrollments of the 463 colleges as well as 
under the four enrollment classifications. 
Enrollment 
TABLE 76 
IMPORTANCE OF BUSINESS SKILLS AND COMPETENCIES IN THE WORK OF THE REGISTRAR 
AS ESTIMATED BY THE 463 REGISTRARS 
Necessary For 
Work 
Needed For 
Efficiency Useful Unnecessary Not Stated Total* 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(I) (2) ____(J}_ ____ @ _______ (5) (6) (7) (8) (9) (10) (11) (12) (l:U 
Up to 499 1 1.43 11 15.71 38 54.29 12 17.14 8 11.43 70 100 
500 to 999 2 1.69 12 10.17 75 63.56 24 20.34 5 4.24 118 100 
1,000 to 2,499 24 16.66 78 54.17 35 24.31 7 4.86 144 100 
2,500 and over 1 .76 7 5.34 77 58.79 39 29.77 7 5.34 131 100 
Total 4 .86 54 11.67 268 57.89 110 23.75 27 5.83 463 100 
* Total columns (12) (13) equal 100 per cent in each of the five enrollment classifications 
1-' 
N 
N 
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TABLE 77 
WHERE BUSINESS COURSES WERE STUDIED 
BY THE 463 REGISTRARS 
College Business School High School 
Business Course Number Per Number Per Number Per 
Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
Accounting 84 18.14 11 2.37 13 2.80 
Typewriting 72 15.55 69 14.90 144 31.10 
Business Law 68 14.68 8 1.72 13 3.23 
Business Manage-
ment 65 14.03 2 .43 3 .64 
Office Management 56 12.09 15 3.23 8 1.72 
Business English 56 12.09 28 6.04 28 6.04 
Business Corre-
spondence 55 11.87 22 4.75 17 3.67 
Office Machines 55 11.87 16 3.45 15 3.23 
Shorthand 51 11.01 65 14.03 54 11.66 
Filing 44 9.50 26 5.61 21 4.53 
Secretarial Train-
ing 43 9.28 32 6.91 22 4. 75 
Record Keeping 31 6.69 9 1.94 22 4. 75 
Insurance 20 4.31 1 .21 
Bookkeeping 17 3.67 22 4.75 63 13.60 
Of the 463 responding registrars, more than 72 per cent studied 
one or more business courses at high school, business school, or college. 
Table 77 indicates that 84, or 18.14 per cent, of the 463 registrars 
studied one or more years of accounting in college~,while less than 6 
per cent studied it either in business school or high school. Type-
writing was the second-ranking business course studied in college with 
72, or 15.55 per cent; however, it was the top-ranking course studied 
in business school with 69, or 14.90 per cent, and in high school with 
144, or 31.10 per cent. 
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TABLE 78 
WHERE BUSINESS COURSES WERE STUJ)IED BY THE RESPONDING REGISTRARS 
OF THE 70 COLLEGES WITH ENROLLMENT UP TO 499 STUDENTS 
College Business School High School 
Business Course Per Per Per Number Cent Number Cent Number Cent 
(1) (2) (3) (4) (5) (6) (7) 
Accounting 14 20.00 3 4.29 2 2.86 
Business Law 11 15.71 3 4.29 1 1.43 
Typewriting 10 14.29 17 24.29 29 41.43 
Office Machines 10 14.29 6 8.57 2 2.86 
Shorthand 9 12.86 18 25.71 15 21.43 
Filing 9 12.86 7 10.00 3 4.29 
Secretarial Train-
ing 8 11.43 9 12.86 5 7.14 
Business Corre-
spondence 7 10.00 6 8.57 3 4.29 
Personnel Management 6 8.57 1 1.43 
Business English 5 7.14 7 10.00 5 7.14 
Record Keeping 5 7.14 2 2.86 11 15.71 
Office Management 4 5. 71 3 4.29 1 1.43 
Bookkeeping 3 4.29 6 8.57 12 17.14 
Insurance ·2 2.86 
As indicated in Table 78, in the 70 colleges with enrollment up 
to 499 students, 14, or 20 per cent, registrars studied accounting in 
college, while only 5, or 7.14 per cent, studied it either in business 
school or in high school. Business Law was the second-ranking college 
course studied by 11, or 15.71 per cent, while only 4, or 5.71 per cent, 
studied it either in high school or business school. Typewriting was 
studied in high school by 29, or 41.43 per cent; in business school by 
17, or 24.29 per cent; and in college by 10, or 14.29 per cent, of the 
70 registrars. 
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TABLE 79 
WHERE BUSINESS COURSES WERE STUDIED BY THE RESPONDING REGISTRARS 
OF THE 118 COLLEGES WITH ENROLLMENT FROM 500 TO 999 STUDENTS 
College Business School High School 
Business Course 
Number Per Number Per Number Per Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
Typewriting 26 22.03 17 14.41 41 34.75 
Accounting 25 21.19 3 2.54 4 3.39 
Office Management 18 15.25 6 5.08 3 2.54 
Office Machines 17 14.41 3 2.54 6 5.08 
Shorthand 17 14.41 15 12.71 18 15.25 
Business English 16 13.56 8 6.78 10 8.47 
Business Law 14 11.86 3 2.54 7 5.93 
Secretarial Train-
ing 13 11.02 8 6.78 10 8.47 
Filing 13 11.02 5 4.24 8 6.78 
Business Corre-
spondence 12 10.17 6 5.08 5 4.24 
Record Keeping ·11 9.32 2 1.69 1 .85 
Personnel Management 10 8.47 
Bookkeeping 6 5.08 6 5.08 21 17.80 
Insurance 5 4.24 
As indicated in Table 79, in the 118 colleges with enrollment 
from 500 to 999 students, typewriting was the highest-ranking course 
studied in college (26, or 22.03 per cent) business school (17, or 14.41 
per cent), and high school (41, or 34.75 per cent). Accounting was the 
second-ranking course studied in college by 25, or 21.19 per cent, while 
only 7, or 5.93 per cent, studied it either in business school or high 
school. More than 15 per cent studied office management in college, 
while less than 8 per cent studied it either in high school or business 
school. 
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TABLE 80 
WHERE BUSINESS COURSES WERE STUDIED BY THE RESPONDING REGISTRARS 
OF THE 144 COLLEGES WITH ENROLLMENT FROM 1,000 TO 2,499 STUDENTS 
College Business School High School 
Business Course 
Number Per Number Per Number Per Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
Typewriting 25 17.36 23 15.97 37 25.69 
Business Corre-
spondence 22 15.28 6 4.17 5 3.47 
Business English 22 15.28 8 5.56 9 6.25 
Office Management 21 14.58 2 1.39 3 2.08 
Business Law 21 14.58 1 .69 3 2.08 
Office Machines 20 13.89 4 2.78 3 2.08 
Shorthand 18 12.50 22 15.28 14 9. 72 
Personnel Management 18 12.50 1 .69 1 .69 
Accounting 17 11.81 5 3.47 5 3.47 
Filing 17 11.81 9 6.25 5 3.47 
Secretarial Training 15 10.42 9 6.25 6 4.17 
Record Keeping 9 6.25 3 2.08 3 2.08 
Insurance 7 4.86 
Bookkeeping 5 3.47 7 4.86 19 13.19 
As indicated in Table 80, in the 144 colleges with enrollment 
from 1,000 to 2~499 students, typewriting was again the top-ranking 
course studied in college, business school, and high school. Business 
English and Correspondence ranked second in college with 22, or 15.28 
per cent, who studied one or both, while 17, or 11.81 per cent, studied 
Business English in business school or high school, and 11, or 7.64 per 
cent, studied business correspondence in business school or high school. 
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TABLE 81 
WHERE BUSINESS COURSES WERE STUDIED BY THE RESPONDING REGISTRARS 
OF THE 131 COLLEGES WITH ENROLLMENT OF 2, 500 AND OVER 
College Business School High School 
Business Course 
Number Per Number Per Number Per Cent Cent Cent 
(1) (2) (3) (4) (5) (6) (7) 
Personnel Management 31 23.66 1 .76 1 .76 
Accounting 28 21.37 2 1.53 
Business Law 22 16.79 1 .76 4 3.05 
Business Corre-
spondence 14 10.69 4 3.05 4 3.05 
Office Management 13 9.92 4 3.05 1 .76 
Business English 13 9.92 5 3.82 4 3.05 
Typewriting 11 8.40 12 9.16 37 28.24 
Office Machines 8 6.11 3 2.29 4 3.05 
Secretarial Training 7 5.34 6 4.58 1 .76 
Shorthand 7 5.34 10 7.63 7 5.34 
Insurance 6 4.58 1 .76 
Record Keeping 6 4.58 2 1.53 7 5.34 
Filing 5 3 .. 82 5 3.82 5 3.82 
Bookkeeping 3 2.29 3 2.29 11 8.40 
As indicated in Table 81, in the 131 colleges with enrollment 
from 2,500 students and over, 31, or 23.66 per cent, of the registrars 
studied personnel management in college, while less than 2 per cent 
studied it either in high school or business school. More than 28 per 
cent studied typewriting in high school, 9 per cent studied it in 
business school, and 8 per cent studied it in college. 
The business courses in Tables 78, 79, 80, and 81 are listed 
from high to low according to college. 
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TABLE 82 
NUMBER OF REGISTRARS IN THE 463 COLLEGES 
WHO STUDIED BUSINESS COURSES AND FOUND THEM USEFUL 
Business Course Studied Course Found Course Useful 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Typewriting 285 61.55 149 32.18 
Shorthand 170 36.81 27 5.83 
Business English 112 24.19 46 9.93 
Accounting 108 23.32 32 6.91 
Bookkeeping 102 22.03 15 3.23 
Secretarial Training 97 20.95 45 9. 71 
Business Correspondence 94 20.30 67 14.47 
Business Law 92 19.88 18 3.88 
Filing 91 19.65 56 12.09 
Office Machines 86 18.57 67 14.47 
Office Management 79 17.06 65 14.03 
Personnel Management 70 15.11 60 12.95 
Record Keeping 70 15.11 62 13.39 
Insurance 21 4.53 3 .64 
Of the 463 responding registrars, 285, or 62 per cent, studied 
typewriting, while 149, or 32 per cent, found it useful. Shorthand 
was studied by 170, or 36.81 per cent, and only 27, or 5.83 per cent, 
found it useful. Almost 25 per cent studied Business English and less 
than 10 per cent found it useful, while 20 per cent studied Business 
Correspondence and more than 14 per cent found it useful. 
The number and per cent of the reg~strars, classified by enroll-
ment, who studied business courses and found them useful may be found 
in Tables 82, 83, 84, and 85. 
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TABLE 83 
NUMBER OF REGISTRARS IN THE 70 COLLEGES WITH ENROLLMENT UP TO 499 
WHO STUDIED BUSINESS COURSES AND FOUND THEM USEFUL 
Registrars Who Registrars Who Found 
Business Course Studied Course Course Useful 
Number Per Cent Number Per Cent 
{1) (2) (3) (4) (5) 
Typewriting 56 80.00 37 52.86 
Shorthand 42 60.00 6 8.57 
Secretarial Training 22 31.43 9 12.86 
Bookkeeping 21 30.00 3 4.29 
Accounting 19 27.14 3 4.29 
Filing 19 27.14 14 20.00 
Record Keeping 18 25.71 18 25.71 
Office Machines 18 25.71 12 17.14 
Business English 17 24.29 8 11.43 
Business Correspondence 16 22.86 12 17.14 
Business Law 15 21.43 2 2.86 
Office Management 8 11.43 8 11.43 
Personnel Management 7 10.00 5 7.14 
Insurance 2 2.86 
Of the 70 registrars in the small colleges, 56, or 80 per cent, 
studied typewriting and 37, or 52.86 per cent, found it useful. Short-
hand was studied by 42, or 60 per cent, and 6, or 8.57 per cent, found 
it useful. It is an interesting statistic that 18, or 25.71 per cent, 
studied record keeping and found it useful. 
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TABLE 84 
NUMBER OF REGISTRARS IN THE 118 COLLEGES WITH ENROLLMENT FROM 500 TO 999 
WHO STUDIED BUSINESS COURSES AND FOUND THEM USEFUL 
Registrars Who Registrars Who Found 
Business Course Studied Course Course Useful I 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Typewriting 84 71.19 52 44.07 
Shorthand 50 42.37 8 6.78 
Business English 34 28.81 16 13.56 
Bookkeeping 33 27.97 5 4.24 
Accounting 32 27.12 9 7.63 
Secretarial Training 31 26.27 13 11.02 
Office Management 27 22.88 22 18.64 
Office Machines 26 22.03 15 12.71 
Filing 26 22.03 20 16.95 
Business Law 24 20.34 1 .85 
Business Correspondence 23 19.49 15 12.71 
Record Keeping 14 11.86 14 11.86 
Personnel Management 10 8.47 10 8.47 
Insurance 5 4.24 
Of the 118 registrars in the second grouping, 84, or 71.19 per 
cent, studied typewriting and 52, or 44.07 per cent, found it useful. 
Shorthand was studied by 50, or 42.37 per cent, and 8, or 6.78 per cent, 
found it useful. Business English was studied by 34, or 28.81 per cent, 
and 16, or 13.56 per cent, found it useful. Record keeping was studied 
and found useful by 14, or 11.86 per cent. 
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TABLE 85 
NUMBER OF REGISTRARS IN THE 144 COLLEGES WITH ENROLLMENT 
FROM 1,000 TO 2,499 WHO STUDIED BUSINESS COURSES AND FOUND THEM USEFUL 
Registrars Who Registrars Who Found 
Business Course Studied Course Course Useful 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Typewriting 85 59.03 41 28.47 
Shorthand 54 37.50 11 7.64 
Business English 39 27.08 16 11.11 
Business Correspondence 33 22.92 19 13.19 
Bookkeeping 31 21.53 6 4.17 
Filing 31 21.53 13 9.03 
Secretarial Training 30 20.83 19 13.19 
Accounting 27 18.75 6 4.17 
Office Machines 27 18.75 25 17.36 
Office Management 26 18.06 17 11.81 
Business Law 25 17.36 3 2.08 
Personnel Management 20 13.89 14 9. 72 
Record Keeping 15 10.42 12 8.33 
Insurance 7 4.86 3 2.08 
Of the 144 registrars in the third grouping, 85, or 59.03 per 
cent, studied typewriting and 41, or 28.47 per cent, found it useful. 
Shorthand was studied by 54, or 37.50 per cent, and 11, or 7.64 per 
cent, found it useful. Business English was studied by 39, or 27.08 
per cent, and 16, or 11.11 per cent, found it useful. Business Cor-
respondence was studied by 33, or 22.92 per cent, and 19, or 13.19 per 
cent, found it useful. Record keeping was studied by 15, or 10.42 per 
cent, and 12, or 8.33 per cent, found it useful. 
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TABLE 86 
NUMBER OF REGISTRARS IN THE 131 COLLEGES WITH ENROLLMENT 
OF 2, 500 AND OVER WHO STUDIED BUSINESS COURSES AND FOUND THEM USEFUL 
Business Course 
(1) 
Typewriting 
Personnel Management 
Accounting 
Business Law 
Shorthand 
Business Correspondence 
Business English 
Office Management 
Bookkeeping 
Filing 
Office Machines 
Record Keeping 
Secretarial Training 
Insurance 
Registrars Who 
Studied Course 
Number Per Cent 
(2) (3) 
60 45.80 
33 25.19 
30 22.90 
27 20.61 
24 18.32 
22 16.79 
22 16.79 
18 13.74 
17 12.98 
15 11.45 
15 11.45 
15 11.45 
14 10.69 
7 5.34 
Registrars Who Found 
Course Useful 
Number Per Cent 
{4) (5) 
19 14.50 
31 23.66 
14 10.69 
3 2.29 
2 1.53 
21 16.03 
6 4.58 
18 13.74 
1 .76 
9 6.87 
15 11.45 
15 11.45 
4 3.05 
Of the 131 registrars in the large institutions, 60, or 45.80 
per cent, studied typewriting and 19, or 14.50 per cent, found it use-
ful. Personnel management was studied by 33, or 25.19 per cent, and 
31, or 23.66 per cent, found it useful. Accounting was studied by 30, 
or 22.90 per cent, and 14, or 10.69 per cent, found it useful. Record 
keeping was studied and found useful by 15, or 11.45 per cent. 
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Of the 463 responding registrars, 84 per cent composed letters, 
77 per cent served as supervisors of assistants, 74 per cent inter-
viewed applicants, and 73 per cent counseled students. With 74 per cent 
of the assistants to the registrars, typewriting skill was used. Filing 
was the second-ranking skill, as indicated by 64 per cent; operating a 
transcript copy machine ranked third, with a 57 per cent reply; and 
figuring grade averages ranked fourth, with a 53 per cent reply. The 
above items were checked by registrars and assistants as those skills 
and techniques which are used most often. 
The following skills and techniques were either often or rarely 
used by from 50 to 88 per cent of the 463 registrars: composing letters, 
88 per cent; supervising assistants, 85 per cent; interviewing students, 
84 per cent; counseling students, 84 per cent; knowing of proofreaders' 
marks, 80 per cent; dictating letters, 78 per cent; techniques of proof-
reading, 73 per cent; typewriting, 71 per cent; figuring grade averages, 
71 per cent; ability to record minutes of meetings, 68 per cent; skill 
in report writing, 64 per cent; filing, 64 per cent; operating calcu-
lators, 56 per cent; operating a transcript copy machine, 54 per cent; 
and knowing of postal laws, 53 per cent. 
A study of Table 87 indicates by number and percentage the re-
maining skills and techniques which were used by the 463 responding 
registrars and assistants. 
Skills and Techniques 
TABLE 87 
TECHNIQUES \MICH ARE OFTEN OR RARELY USED BY REGISTRARS 
AND/OR ASSISTANTS IN THE 463 COLLEGES 
Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
Composing letters 389 84.01 20 4.31 177 38.22 139 30.02 
Supervising Assistants 360 77.75 36 7.77 200 43.19 62 13.39 
Interviewing 341 73.65 49 10.58 140 30.23 112 24.19 
Counseling students 338 73.00 52 11.23 111 23.97 105 22.67 
Dictating letters 297 64.14 65 14.03 74 15.98 88 19.00 
Figuring grade averages 267 57.66 65 14.03 249 53.77 47 10.15 
Knowing of proof readers marks 247 53.34 124 26.78 86 18.57 113 24.40 
Typewriting 209 45.15 122 26.34 345 74.51 24 5.18 
Skill in report writing 201 43.41 96 20.73 116 25.05 70 15.11 
Techniques of proof reading 197 42.54 139 30.02 137 29.58 95 20.51 
Ability to take minutes of 
meetings 184 39.74 134 28.94 63 13.60 98 21.16 
Filing 132 28.50 163 35.20 298 64.36 52 11.23 
Operating calculators 127 27.42 131 28.29 179 38.66 77 16.63 
Operating transcript copy 
machines 103 22.24 149 32.18 266 57.45 45 9.71 
Knowing of postal laws 83 17.92 167 36.06 70 15.11 138 29.80 
Preparation of newspaper 
releases 63 13.60 136 29.37 10 2.15 47 10.15 
Key Sort 52 11.23 48 10.36 56 12.09 33 7.12 
(continued on next page) ...... 
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TABLE 87 (concluded) 
Skills and Techniques Used by Registrars 
Often Rarely 
Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) 
Operating liquid duplicator 48 10.36 74 15.98 
Shorthand 46 9.93 66 14.25 
Balancing Accounts 44 9.50 73 15.76 
Operating Mimeograph 40 8.63 92 19.87 
Transcription 33 7.12 59 12.74 
Data processing 29 6.26 22 4.75 
Billing 20 4.31 55 12.98 
Operating Addressograph 17 3.67 31 6.69 
Used by Assistants 
Often Rarely 
Number Per Cent Number Per Cent 
(6) (7) (8) (9) 
109 23.54 62 13.39 
138 29.80 104 22.46 
29 6.26 51 11.01 
137 29.58 76 16.41 
155 33.47 66 14.25 
38 8.20 19 4.10 
49 10.58 59 12.74 
51 11.01 40 8.63 
1-' 
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Of the 70 registrars in the small colleges, 54, or 77.14 per 
cent, composed letters; 52, or 74.29 per cent, counseled students; and 
50, or 71.43 per cent, supervised assistants. The skills and techniques 
used by the assistants in the three top classifications were as follows: 
typewriting, 97 per cent; filing, 81 per cent; and operating transcript 
copy machines, 61 per cent. 
Of the 118 registrars in the second grouping, 97, or 82.20 per 
cent, composed letters; 87, or 73.73 per cent, interviewed students; 
and 85, or 72.03 per cent, supervised assistants. The skills and tech-
I 
niques used by the assistants in the three top classifications were as 
follows: typewriting, 82 per cent; filing, 74 per cent; and operating 
transcript copy machines, 72 per cent. 
Of the 144 registrars in the third grouping, 125, or 86.81 per 
cent, co~posed letters; 115, or 79.86 per cent, supervised assistants; 
113, or 78.47 per cent, counseled students. The skills and techniques 
used by the assistants in the three top-ranking classifications were: 
typewriting, 75 per cent; filing, 66 per cent; and figuring grade aver-
ages, 65 per cent. 
Of the 131 registrars from the large colleges, 113, or 86.26 per 
cent, composed letters; 110, or 83.97 per cent, supervised assistants; 
and 104, or 79.39 per cent, interviewed students. The three highest-
ranking skills and techniques used by the assistants were as follows: 
supervising assistants, 65 per cent; skill in report writing, 64 per 
cent; and composing letters, 61 per cent. 
A study of Tables 88, 89, 90, and 91, classified by enrollment, 
indicates by number and percentage the remaining skills and techniques 
which were used by registrars and assistants. 
TABLE 88 
TECHNIQUES WHICH ARE OFTEN OR RARELY USED BY REGISTRARS AND/OR ASSISTANTS 
IN THE 70 COLLEGES WITH ENROLLMENT UP TO 499 STUDENTS 
Skills and Techniques Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
Composing letters 54 77.14 3 4.29 18 25.71 28 40.00 
Counseling students 52 74.29 8 11.43 8 11.43 15 21.43 
Supervising assistants 50 71.43 8 11.43 11 15.71 14 20.00 
Typewriting 47 67.14 14 20.00 68 97.14 
Interviewing 45 64.29 9 12.86 10 14.28 18 25.71 
Figure grade averages 42 60.00 10 14.29 34 48.57 10 14.29 
Dictating letters 33 47.14 18 25.71 1 1.43 6 8.57 
Filing 32 45.71 28 40.00 57 81.43 3 4.29 
Ability to take minutes 
of meetings 30 42.86 25 35.71 9 12.86 8 11.43 
Techniques of proof reading 30 42.86 17 24.29 13 18.57 18 25.71 
Skill in report writing 30 42.86 19 27.14 4 5.71 14 20.00 
Operating Transcript Copy 
Machine 30 42.86 21 30.00 43 61.43 3 4.29 
Knowing of proof readers 
marks 25 35.71 23 32.86 5 7.14 16 22,86· 
Knowing of postal laws 23 32.86 22 31.43 16 22.86 18 25.71 
Operating Liquid Duplicators 20 28.57 13 18.57 27 38.57 5 7.14 
Operating Calculators 17 24.29 19 27.14 16 22.86 13 18.57 
Operating Mimeograph 17 24.29 16 22.86 35 50.00 10 14.29 
(continued on next page) 
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TABLE 88 (concluded) 
Skills and Techniques Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) _ __0}_ -- ___ (4} (5) ----- (_6)_ . (7) -- _(_8)_ __{.2_} 
Shorthand 12 17.14 12 17.14 22 31.43 16 22.86 
Transcription 12 17.14 20 28.57 23 32.86 13 18.57 
Preparing newspaper releases 6 8.57 21 30.00 
- --
5 7.14 
Operating Addressograph 4 5.71 8 11.43 7 10.00 9 12.86 
Balancing accounts 4 5.71 9 12.87 
- --
7 10.00 
Data processing 4 5.71 3 4.29 2 2.86 1 1.43 
Key sort 3 4.29 3 4.29 5 7.14 2 2.86 
Billing 1 1.43 15 21.43 12 17.14 12 17.14 
...... 
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TABLE 89 
TECHNIQUES WHICH ARE OFTEN OR RARELY USED BY THE REGISTRARS AND/OR ASSISTANTS 
IN THE 118 COLLEGES WITH ENROLLMENT FROM 500 to 999 STUDENTS 
Skills and Techniques Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
Composing letters 97 82.20 7 5.93 36 30.51 43 36.44 
Interviewing 87 73.73 14 11.86 23 19.49 36 30.51 
Supervising assistants 85 72.03 10 8.47 44 37.29 19 16.10 
Figure grade averages 85 72.03 12 10.17 75 63.56 14 11.86 
Counseling students 80 67.80 13 11.02 29 24.58 26 22.03 
Typewriting 72 61.02 34 28.81 97 82.20 1 .85 
Dictating letters 54 45.76 23 19.49 13 11.02 20 16.95 
Techniques of proof reading 54 45.76 34 28.81 34 28.81 23 19.49 
Ability to take minutes of 
meetings 52 44.07 26 22.03 18 15.25 19 16.10 
Filing 45 38.14 44 37.29 88 74.58 5 4.24 
Skill in report writing 45 38.14 21 17.80 15 12.71 16 13.56 
Knowing of proof readers 
marks 40 33.90 34 28.81 15 12.71 27 22.88 
Operating Calculators 37 31.36 28 23.73 41 34.75 16 13.56 
Operating Transcript 
Copy Machines 33 27.97 39 33.05 85 72.03 5 4.24 
Knowing of postal laws 23 19.49 39 33.05 24 20.34 32 27.12 
Operating Liquid Duplicators 17 14.41 22 18.64 32 27.12 18 15.25 
Operating Mimeograph 16 13.56 24 20.34 40 33.90 27 22.88 
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TABLE 89 (concluded) 
Skills and Techniques Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) ____ {_J)_ ___ - __ {4) _{_2) _____ --- {6) __ (7)_ (8) (9) 
Preparing newspaper releases 12 10.17 33 27.97 1 .85 8 6.78 
Balancing accounts 11 9.32 7 5.93 4 3.39 7 5.93 
Shorthand 10 8.47 22 18.64 37 31.36 30 25.42 
Key sort 10 8.47 2 1.69 10 8.47 2 1.69 
Transcription 8 6.78 13 11.02 42 35.59 18 15.25 
Operating Addressograph 8 6.78 8 6.78 14 11.86 9 7.63 
Billing 6 5.08 13 11.02 9 7.63 16 13.56 
Data processing 3 2.54 3 2.54 4 3.39 3 2.54 
...... 
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TABLE 90 
TECHNIQUES WHICH ARE OFTEN OR RARELY USED BY THE REGISTRARS AND/OR ASSISTANTS 
IN THE 144 COLLEGES WITH ENROLLMENT FROM 1,000 TO 2,499 STUDENTS 
Skills and Techniques Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
Composing letters 125 86.81 9 6.25 43 29.86 51 35.42 
Supervising assistants 115 79.86 7 4.86 59 40.97 25 17.36 
Counseling students 113 78.47 13 9.03 39 27.08 39 27.0~ 
Dictating letters 107 74.31 15 10.42 9 6.25 33 22.92 
Knowing of proof readers 
marks 106 73.61 37 25.69 32 22.22 25 17.36 
Interviewing 105 72.92 18 12.50 36 25.00 38 26.39 
Figure grade averages 100 69.44 30 20.83 95 65.97 15 10.42 
Skill in report writing 70 48.61 20 13.89 13 9.03 31 21.53 
Techniques of proof reading 62 43.06 42 29.17 43 29.86 27 18.75 
Typewriting 60 41.67 38 26.39 108 75.00 7 4.86 
Ability to take minutes of 
meetings 49 34.03 45 31.25 16 11.11 32 22.22 
Operating Calculators 44 30.56 41 28.47 65 45.14 26 18.06 
Filing 36 25.00 49 34.03 96 66.67 18 12.50 
Operating Transcript Copy 
Machines 27 18.75 49 34.03 90 62.50 11 7.64 
Knowing of postal laws 22 15.28 49 34.03 16 11.11 43 29.86 
Preparing newspaper releases 16 11.11 42 29.17 2 1.39 6 4.17 
Balancing accounts 11 7.63 29 20.14 9 6.25 20 13.89 
(continued on next page) 
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TABLE 90 (concluded) 
Skills and Techniques Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) - ----~ (2) (3) (4) (5) (6) (7) (8) (9) 
Shorthand 
Key sort 
Data processing 
Transcription 
Operating Liquid Duplicators 
Billing 
Operating Mimeograph 
Operating Addressograph 
10 
9 
8 
8 
8 
7 
5 
4 
6.94 
6.25 
5.56 
5.56 
5.56 
4.86 
3.47 
2.78 
21 
5 
4 
18 
20 
12 
33 
10 
14.58 
3.47 
2.78 
12.50 
13.89 
8.33 
22.92 
6.94 
52 
13 
11 
61 
31 
12 
42 
18 
36.11 35 
9.03 2 
7.64 - 7 
42.36 20 
21.53 23 
8.33 18 
29.17 22 
12.50 14 
24.31 
1.39 
4.86 
13.89 
15.97 
12.50 
15.28 
9.72 
~ 
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TABLE 91 
TECHNIQUES WHICH ARE OFTEN OR RARELY USED BY THE REGISTRARS AND/OR ASSISTANTS 
IN THE 131 COLLEGES WITH ENROLLMENT 2,500 AND OVER 
Skills and Techniques Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
Composing letters 113 86.26 1 .76 80 61.07 17 12.98 
Supervising assistants 110 83.97 11 8.40 86 65.65 4 3.05 
Interviewing 104 79.39 8 6.11 71 54.20 20 15.27 
Dictating letters 103 78.63 9 6.87 51 38.93 29 22.14 
Counseling students 93 70.99 18 13.74 55 41.98 25 19.08 
Knowing of proof readers 
marks 76 58.01 30 22.90 34 25.95 45 34.35 
Skill in report writing 56 42.75 36 27.48 84 64.12 9 6.87 
Ability to take minutes 
of meetings 53 40.46 38 29.01 20 15.27 39 29.77 
Techniques of proof reading 51 38.93 46 35.11 47 35.88 27 20.61 
Figure grade averages 40 30.53 13 9.92 45 34.35 8 6.11 
Key sort 30 22.90 38 29.01 28 21.37 27 20.61 
Typewriting 30 22.90 36 27.48 72 54.96 16 12.21 
Operating Calculators 29 22.14 43 32.82 57 43.51 22 16.79 
Preparing newspaper releases 29 22.14 40 30.53 7 5.34 28 21.37 
Filing 19 14.50 42 32.06 57 43.51 26 19.85 
Balancing accounts 18 13.74 28 21.37 16 12.21 17 12.98 
Knowing of postal laws 15 11.45 57 43.51 14 10.69 46 35.11 
(continued on next page) 
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TABLE 91 (concluded) 
Skills and Techniques Used by Registrars Used by Assistants 
Often Rarely Often Rarely 
Number Per Cent Number Per Cent Number Per Cent Number Per Cent 
(1) ~--~-(_2) . ____ {J_)_ ____(_4)_ (5) - - . _ ____{_6)_ ___ (7) (8) (9) 
Shorthand 14 10.69 11 8.40 27 20.61 23 17.56 
Data processing 14 10.69 12 9.16 21 16.03 8 6.11 
Operating Transcript 
Copy Machines 13 9.92 40 30.53 48 36.64 26 19.85 
Billing 6 4.58 15 11.45 16 12.21 13 9.92 
Transcription 5 3.82 8 6.11 29 22.14 15 11.45 
Operating Liquid 
Duplicators 3 2.29 19 14.50 19 14.50 16 12.21 
Operating Mimeograph 2 1.53 19 14.50 20 15.27 17 12.98 
Operating Addressograph 1 .76 5 3.82 12 9.16 8 6.11 
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Problems of Registrars 
On pages five through nine of the check list there was a section 
provided to indicate those duties which gave rise to problems under 
the headings of Admissions, Alumni Association, Commencement Program, 
Scholastic Records, Placement Services, Publications, Registration, 
Schedule Planning, Scholarship Program, Testing Program, and Mis-
cellaneous Activities. 
On the 463 check lists a combined total of 779 problems were 
indicated. The problem areas and the percentages of responses falling 
in each area were divided as follows: Admissions, 259, or 33.25 per 
cent; Alumni Association, 30, or 3.85 per cent; Commencement Program, 
34, or 4,37 per cent; Scholastic Records, 126, or 16.17 per cent; 
Placement Service, 19, or 2.44 per cent; Publications, 65, or 8.34 
per cent; Registration, 98, or 12.58 per cent; Schedule Planning, 
85, or 10.91 per cent; Scholarship Program, 16, or 2.06 per cent; 
Testing Program, 4, or .51 per cent, and Miscellaneous Activities, 43, 
or 5.52 per cent. 
Page ten of the check list gave the registrars an opportunity to 
state their most pressing professional problems. Of the 463 regis-
trars, 260, or 56 per cent, indicated one or more problems. The pro9-
lems were listed on large tally sheets according to the four enrollment 
classifications: up to 499 students, 500 to 999 students, 1,000 to 
2,499 students, and 2,500 students and over. 
Regardless of the size of the institution, problems involved in 
scheduling classes, examinations, and/or rooms were the area which was 
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mdst frequently listed by registrars. Some were even expected to get 
a schedule to work even though they had nothing to do with the making 
of it. In some institutions it has become quite common to transfer 
the decisions regarding the schedule to a faculty member (usually with 
professorial rank) and the registrar was expected to enforce the sched-
ule which had been drawn up by another. 
Thirty-five per cent of the 463 registrars were concerned with 
the professional status of registrars. As indicated in the personal 
interviews, some of the registrars felt that each registrar should de-
velop his own professional status within the administrative organiza-
tion of his institution. A considerable number were concerned with 
the status of the registrars, particularly in relation to the dean of 
students and the admissions director. 
Not a few of all four groups were concerned because of the in-
sufficient number of efficient clerical assistants. Some of the causes 
which were frequently given were as follows: (1) low salaries, (2) lo-
cation of the institution, (3) insufficient training, (4) little chance 
for advancement, (5) competition with industry. 
Another area which was indicated by the four groups was the lack 
of uniformity in the evaluation of foreign students' transcripts. 
Lack of contact between the heads of departments and the regis-
trar was frequently mentioned. The problems involved in obtaining the 
grades of faculty members on time was included within this area. 
The problems which are listed in this study were indicated by 
5 to 40 per cent of the 463 responding registrars. Problems which were 
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listed by fewer than 5 per cent of the registrars were eliminated from 
the study. 
Of the 70 registrars from colleges with enrollment up to 499 
students, 35, or 50 per cent, indicated problems. Of the 118 regis-
trars from colleges with 500 to 999 students, 65, or 55 per cent, in-
dicated problems. Of the 144 registrars from colleges with 1,000 to 
2,499 students, 78, or 54 per cent, indicated problems. Of the 131 
registrars from colleges with over 2,500 students, 80, or 61 per cent, 
indicated problems. The problems are arranged in a relative order of 
frequency. Regardless of the size of the institution, the lists of 
problems are quite uniform. 
The following problems were encountered most frequently by the 
70 responding registrars of the colleges with enrollments up to 499 
students: 
1. Conflicts involved in scheduling of classes and/or examina-
tions. 
2. Difficulty in obtaining all faculty grades on the scheduled 
date due. 
3. Lack of an established status for registrars. Too often a 
change in school policies, which often comes with the change 
of top administrators, affects the status of the registrar. 
4. Difficulty in securing competent secretarial help. 
5. Lack of a clear idea of the responsibilities and prerogatives 
of the registrar's duties. 
6. Responsibility for too many clerical jobs. 
7. Insufficient time to do needed research. 
8. Need for amiable relations with the faculty. 
9. Lack of adequate full-time assistants in the office. 
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10. Excessive time which is involved in the evaluation of tran-
scripts of foreign students. 
11. Need for eliminating from the regis~rar's office the multi-
tude of duties which are unrelated to the functions of the 
office. 
12. Inefficiency in intra-administrative communication. 
13. Need for coordination of the duties of recruitment, public 
relations, and admissions. 
14. Lack of a stated salary schedule for registrars. 
15. Insufficient part-time office help for peak-load periods. 
16. Need for organization within the college so that the duties 
will be more clearly defined. 
17. Inadequate policies governing the admission of students. 
18. Lack of cooperation between the heads of departments and the 
registrar's office. 
19. Insufficient time for improving antiquated procedures in 
registration and class scheduling. 
20. Need for uniform policies regarding admissions. 
21. Lack of time which prevents many from keeping up to date on 
procedures in other colleges and abreast of literature in 
the field. 
22. Need for additional training in office management and office 
procedures. 
23. Excessive amount of time which is spent at meetings, the num-
ber of reports and surveys which must be answered, and the 
paralyzing extreme organization. 
24. Problems involved in convincing parents and alumni that all 
high school graduates are not capable of doing college work. 
The following problems were encountered most frequently by the 
118 responding registrars of the colleges with enrollments from 500 to 
999 students: 
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1. Need for a clearly defined status for registrars. What is 
the required rank of a registrar? 
2. Insufficient classroom space which increases the scheduling 
problems. 
3. Difficulty in obtaining all faculty grades on the scheduled 
date due. 
4. Need for more specifically trained people for the work of 
the registrar. 
5. Need for eliminating from the registrar's office the multi-
tude of duties which are unrelated to the functions of the 
office. 
6. Lack of sufficient secretarial staff. 
7. Increases in amount of paper work but not in personnel. 
8. Lack of a real philosophy for and a common definition of the 
registrar's office. 
9. Determining more efficient ways of handling routine work 
without sacrificing accuracy. 
10. Problems which arise when registrars are so busy keeping up 
with office duties that often they do not have time to eval-
uate the efficiency of the office. 
11. Need for a clarification of the objectives of the registrar's 
office in relation to the institution as a whole. 
12. Lack of uniformity in evaluating transcripts of foreign 
students. 
13. Need for clearer lines of communication between the faculty 
and the registrar's office. 
14. Insufficient time for institutional research. 
15. Definite need for the streamlining of registration procedures 
in order to make data more quickly available. 
16. Need for the establishment of a professional training program 
at least comparable to that of librarians. 
17. Need for a clarification of duties between the office of the 
registrar and the office of the dean. 
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18. Difficulties which arise when the recruiting officer and the 
admissions officer are the same person. 
19. Problems involved in the separation of the registrar's office 
from the admissions office. 
20. Need for standardization of report forms and questionnaires. 
21. Problems created by program changes after registration. 
22. Multiple applications by students which increase problems in 
setting limits on the number of students to be accepted. 
23. Insufficient time between final examinations and commencement 
in order to determine those who will graduate with honors and 
those who will not graduate. 
24. Inability to get incomplete grades cleared up by the students 
and reported by the faculty as soon as possible. 
25. Insufficient filing space and office space. 
26. Insufficient time for personal contact with the students. 
27. Problems which arise when the registrar's duties are partially 
divided among the various department heads. 
28. Problems involved in the non-uniformity among colleges in 
accepting transfer credits. 
29. Lack of dormitory space which eliminates many desirable appli-
cants. 
The following problems were encountered most frequently by the 
144 responding registrars of the colleges with enrollments of· 1,000 to 
2,499 students: 
1. Insufficient status of the title of registrar. 
2. Insufficient and inefficient office help which is caused 
mainly by low salaries. This leads to a constant turn-over 
of office staff. 
3. The many problems connected with the scheduliDg of classes. 
4. Lack of standardization in the evaluation of foreign students. 
151 
5. Difficulty in obtaining all faculty grades on the scheduled 
date due. 
6. Insufficient time to do needed research. 
7. Problems involved in handling increased number of students 
without an increased staff. 
8. Need for a clarification of duties between the office of the 
reg!strar from the director of admissions. 
9. Need for the establishment of an adequate salary schedule 
for the registrar. 
10. Need for an internship program for registrars. 
11. Difficulties involved in managing the routine office proce-
dures. 
12. Insufficient time to plan improved and more efficient regis-
tration procedures. 
13. Lack of time to handle all the "other jobs." 
14. Problems created by program changes after registration. 
15. Minor problems which arise and lessen the cooperation between 
faculty and administration. 
16. Problems involved in the multiple applications of students. 
17. Problems involved in evaluating the credentials of students 
from non-accredited institutions. 
18. Problems involved when there is little cooperation between 
related officers within an institution. 
19. Need for more time to interview and counsel students. 
20. Problems involved in the adoption of business methods for 
operation of such an office without losing the important ele-
ments of personal contact and serVice. 
21. Need for standardization of report forms and questionnaires. 
22. Insufficient physical accommodations for our fast-growing 
student population. 
23. Problems involved in providing service to students, faculty, 
and administration without upsetting any segment. 
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The following problems were encounee~ed most frequently by the 
131 responding registrars of the colleges with enrollments of 2,500 
students and over: 
1. Lack of professional status. 
2. Insufficient staff members. A main reason for this is the 
low salary schedule. 
3. Conflicts involved in scheduling classes and/or examinations. 
4. Insufficient and often nonexistent faculty status and tenure 
for registrars. 
5. Difficulty in obtaining all faculty grades on the scheduled 
date due. 
6. Lack of defined functions for the office of the registrar. 
7. Inadequate methods of transcript evaluation of foreign stu-
dents, of students from accredited institutions, and of stu-
dents from non-accredited institutions. 
8. Serious need for special education programs to train persons 
for specific jobs in colleges and universities. 
9. Problems which arise when the registrar has responsibilities 
but no authority. 
10. Problems which arise when faculty members change examination 
schedule without notifying the registrar. 
11. Population explosion which taxes the physical facilities and 
increases the work load of the staff members. 
12. Problems which arise when the registrar's office and the ad-
missions office are divided. (Who is the senior officer--
the admissions director or the registrar?) 
13. Insufficient time available for institutional research. 
14. Need for uniformity among institutions of dismissal rules 
and probation rules for students. 
15. Need for standardization of the various questionnaires and 
reports of the education agencies and of the state and federal 
government. 
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16. Inadequate system of communication between the registrar and 
faculty and the registrar and students. 
17. Problems involved in needless paper work. 
18. Pressure of daily and detailed activities which handicap 
the evaluation of present procedures and research into new 
procedures. 
19. Need for IBM or other data processing devices. Budget often 
does not allow for this expenditure. 
20. Problems involved in utilizing all the available space. 
21. Difficulty in maintaining admission standards which may be 
threatened by growing enrol1ment pressures. 
Of the 463 responding registrars, from 20 to 40 per cent indi-
cated the following problems, which are listed in a relative order of 
frequency: 
1. Need for a clearly defined status for registrars, including 
the rank of a registrar. 
2. Conflicts involved in scheduling classes and/or examinations. 
3. Difficulty in obtaining all faculty grades on the scheduled 
date due. 
4. Lack of sufficient competent secretarial staff. 
5. Lack of uniformity in evaluating transcripts of foreign 
students. 
6. Need for clearer lines of communication between the faculty 
and the registrar's office. 
7. Insufficient time to do needed research. 
8. Lack of a stated salary schedule for registrars. 
9. Need for the establishment of a professional training program 
for registrars. 
10. Need for a clarification of the duties between the office of 
the registrar and the office of the dean and also between the 
office of the registrar and the admissions director. 
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11. Need for standardization of report forms. 
12. Problems which arise when the registrar has responsibilities 
but no authority. 
13. Problems involved in utilizing all the available classroom 
space. 
14. Need for more time to interview and counsel students. 
CHAPTER V 
SUMMARY OF FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS 
Statement of the Problem 
The major purpose of this study was to identify the status, 
functions, and problems of registrars as indicated by the active regis-
trars of selected four-year accredited colleges and universities, and 
to assess the place which competencies in business education has in the 
registrar's performance of his duties. 
Historical Background of the Title Registrar 
The position of registrar dates back to the great medieval uni-
versities of Europe. Many of the functions and duties of this office 
can be traced to the sixteenth century at Cambridge and Oxford Univer-
sities. At that time, the registrar was one of the principal adminis-
trative officers. 
The role played by the registrar in America was very different 
from that of English registrars though the structure of the Universities 
in both countries was similar. At that time the American colleges were 
small and there was no need for a full-time registrar. The college 
president frequently performed the duties of the registrar, which con-
sisted mainly of recording the grades of the students. As the duties 
of the college president increased, the recording duties were delegated 
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to teaching members of the faculty and, in time, to clerks who assisted 
the college president. 
According to historical records, the first registrar was appointed 
at Brown University in 1828. However, the development of the office of 
the registrar in the United States did not begin until about 1860. In 
1910 the American Association of Collegiate Registrars and Admissions 
Officers was established and by 1917 approximately 140 members had joined 
the association. 
In America, the title registrar was primarily associated with 
keeping records and, for this reason, in some colleges the registrar 
was considered a clerk~ When Charles Eliot, in 1908, delivered the 
Harris lectures on University Administration at Harvard, the office of 
registrar was not mentioned. He did, however, refer to the clerical 
assistance that was necessary to keep the records of the students. 
The duties and status of the registrars have improved a great 
deal since 1828. The increase in the number of colleges and the upsurge 
in college enrollments certainly have affected the duties and status of 
registrars. 
A study of literature within the last ten years will strongly 
indicate considerable concern on the part of the registrars regarding 
their professional status and duties. 
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Summary of Procedures 
In summary form, the research methods and procedures utilized 
in this study were as follows: 
1. The check list used to obtain information in this investiga-
tion of the work of the registrar was developed as a result 
of the following: discussions with other registrars, partici-
pation in regional and national meetings of the American As-
sociation of Collegiate Registrars and Admissions Officers, 
an analysis of literature in the field, and the writer's ex-
perience as a registrar. 
2. In order to evaluate the clarity and completeness of the 
check list, it was submitted to a Seminar in Business Educa-
tion at Boston University. Utilizing the suggestions of the 
group, revisions were made in the check list. 
3. A pilot study was made of 30 selected registrars in the New 
England area. Of the 30 check lists which were sent, 28, or 
93 per cent, were returned. After a careful study of the re-
turned check lists, it was decided to interview 14 of the 28 
tegistrars in order to determine: (a) the completeness of 
the list of duties, (b) the clarity of the wording, (c) the 
applicability of the grouping used, and (d) general sugges-
tions for improving the check list. 
4. Revision of the instrument was made and the final form of 
the check list was sent to 600 selected registrars in ac-
credited colleges and universities in the United States. As 
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some institutions do not use the title registrar, the official 
listing in the Spring, 1959 edition of College and University 
was used in order to determine the name and title of the per-
son to whom the check list should be addressed. Of a total 
of 600 registrars who received the check lists, 463, or 77 
per cent, completed and returned them for tabulation. 
5. The information on the check lis~s was analyzed according to 
four enrollment classifications: up to 499 students, 500 to 
999 students, 1,000 to 2,499 students, and over 2,500 students. 
6. Space was provided in the check lists so that the registrars 
had the opportunity to state their most pressing professional 
problems. 
7. The data from the survey were tabulated and analyzed accord-
ing to the following areas: Admissions, Alumni Association, 
Commencement Programs, Placement, Publications, Registration, 
Schedule Planning, Scholastic Records, Scholarship Programs, 
Testing Programs, and Miscellaneous Activities. 
8. From the tabulated data, tables were constructed for easy 
analysis and comparison. 
9. Based upon an interpretation of the data, the summary of 
findings, conclusions, and recommendations was written. 
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Summary of Findings 
1. An analysis of the returned check lists indicated that 75 
per cent of the colleges used the title registrar, while 25 
per cent of the colleges used titles other than registrar. 
2. Sixty-three per cent of the registrars have held their posi-
tion from one to ten years, 18 per cent from eleven to fifteen 
years, 9 per cent from sixteen to twenty years, and the re-
maining 10 per cent indicated service between twenty-one and 
forty-five years. 
3. Approximately 43 per cent indicated that they were immedi-
ately responsible to the dean, whereas 40 per cent were re-
sponsible to the president. Less than 10 per cent were re-
sponsible to the vice-chancellor, whereas the remaining 7 per 
cent were responsible to six additional officers. 
4. According to the results, 217, or 47 per cent, did not hold 
academic status, whereas 89, or 19 per cent, were professors; 
64, or 14 per cent, were associate professors; 61, or 13 per 
cent, were assistant professors; and 32, or 7 per cent, were 
instructors or lecturers. However, from the check lists and 
from personal interviews, it may be concluded that 77 per cent 
of the registrars were considered faculty members even though 
they did not hold professorial rank. 
5. At the time of the study, doctor's degrees were held by 19 
per cent, master's degrees by 45 per cent, and bachelor's 
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degrees by 31 per cent, while only 5 per cent did not hold an 
academic degree. 
6. Of the 463 registrars, 34 per cent worked from 36 to 40 hours 
per week, 18 per cent worked from 41 to 45 hours, 13 per cent 
worked from 31 to 35 hours, and 10 per cent worked from 46 to 
50 hours. Less than 6 per cent worked more than 51 hours, 
while 9 per cent worked less than 30 hours. Approximately 10 
per cent did not reply. 
7. The 463 replies which were received indicated that a total of 
2,930 full-time employees and 1,852 part-time employees were 
supervised by the registrar. Sixty per cent of the full-time 
employees supervised were classified as secretaries, clerks, 
and receptionists, while 70 per cent of the part-time employees 
were graduate assistants. 
8. The registrars were concerned with more than 40 committees 
as chairman, secretary, or member. The admissions committee 
was the committee most frequently participated in, as indi-
cated by 73 per cent of the registrars. Forty-seven per cent 
of the registrars were concerned with the scholarship com-
mittee and the curriculum committee, whereas 18 per cent were 
concerned with the discipline committee. 
9. The five leading major fields of concentration most frequently 
indicated by the 463 registrars in preparation for their 
bachelor's, master's, and doctor's degrees were as follows: 
Baccalaureate--English, 21 per cent; history, 13 per cent; 
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business, 10 per cent; education, 8 per cent; mathematics, 
7 per cent. Master's--education, 23 per cent; history and 
English, 8 per cent each; business, 3 per cent; and math-
ematics, 2 per cent. Doctorate--education, 8 per cent; 
English, 2 per cent; psychology, history, and French, approx-
imately one per cent each. 
' 10. Various types of previous employment in educational and non-
education institutions were indicated by the responding regis-
trars. A total of 181 positions were held in non-educational 
institutions. Secretarial positions ranked first by 12 per 
cent of the registrars, while positions as bookkeepers and 
clerks ranked second with 3 per cent. An appreciable number 
of registrars did not hold positions in non-educational in-
stitutions. 
.. 11. The registrars held a total of 630 positions in educational 
institutions. Of the 630 positions which were held in educa-
tional institutions, 26 per cent were teachers, 16 per cent 
were college instructors, 8 per cent were admissions directors, 
6 per cent were assistant registrars, and 2 per cent were re-
corders. It is an interesting statistic that 8 per cent of 
the 463 registrars were secretaries in educational institu-
tions before becoming registrars. 
12. An analysis of Tables 32 through 73 indicates the number and 
percentage of diversified duties performed by registrars and 
assistants under the generic headings: Admissions, Alumni 
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Association, Commencement Program, Scholastic Records, Place-
ment Service, Publications, Registration, Schedule Planning, 
Scholarship Program, Testing, and Miscellaneous Activities. 
The duties most frequently performed by the registrars clas-
sified under the headings listed above are as follows: 
a. Admissions. Of the 463 registrars, 64 per cent serve on 
admissions committee, 59 per cent evaluate transfer stu-
dents' credentials, 52 per cent provide general informa-
tion to students, and 51 per cent interview applicants. 
b, Alumni Association. Not more than 9 per cent of the regis-
trars were responsible for any one duty of the alumni as-
sociation. 
c. Commencement Program. Of the 463 registrars, 63 per cent 
furnished the lists of degree candidates, 48 per cent as-
sisted in planning commencement, and 48 per cent ordered 
the diplomas. 
d. Scholastic Records, High on the list of duties performed 
by registrars were those concerning scholastic records. Of 
the 463 registrars, 69 per cent were concerned with the 
analysis of grades, 65 per cent with evaluating records of 
candidates for graduation, 64 per cent with the compilation 
of statistical reports involving grades, 50 per cent with 
annual enrollment statistics by departments, and 43 per cent 
with the preparation of the dean's list and the honor roll. 
e. Placement Service. Less than 9 per cent of the registrars 
were responsible for placement duties; however, 17 per 
cent were concerned with counseling students. 
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f. Publications. More than 40 per cent of the registrars 
were responsible for the catalogue, while 20 per cent com-
piled admissions leaflets. 
g. Registration. Duties concerning registration were per-
formed by a large percentage of the registrars who re-
sponded. Of the 463 registrars, 85 per cent analyzed and 
revised registration procedures, 79 per cent registered 
students at the beginning of the semester, 72 per cent pre-
pared and distributed enrollment figures, and 72 per cent 
assisted in planning preregistration dates. 
h. Schedule Planning. Only 51 per cent of the registrars pre-
pared the examination schedule and 47 per cent ~epared the 
schedule of courses. More than half of the responding reg-
istrars had no class scheduling duties. Most of the regis-
trars interviewed were of the opinion that the registrar 
should be concerned with the scheduling of examinations and 
classes. However, it may also be noted that the scheduling 
area gave rise to many problems for the registrars who did 
the scheduling. 
i. Scholarship Program. Approximately 30 per cent of the 
registrars were engaged in administering scholarship and 
loan programs. In the small institutions as many as 53 
per cent were so engaged, while in the larger institutions 
only ~4 per cent were involved in this area. 
j. Testing. Less than 12 per cent of the registrars 
were concerned with testing. 
k. Miscellaneous Activities. Sixty-three per cent of 
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the registrars were responsible for completing govern-
ment surveys. During the personal interviews and also 
from the responses on the check lists, several of the 
registrars suggested that a system should be devised 
to standardize questionnaire forms. 
The duties indicated by the 463 registrars as most fre-
quently performed by their assistants are as follows: 
a. Admissions. The assistants to the 463 registrars 
performed many of the admissions duties which pertain 
to clerical work, such as mailing catalogues, 54 per 
cent; sending for transcripts, 43 per cent; and sending 
for recommendations, 31 per cent. 
b. Alumni Association. Only 6 per cent of the assistants 
were involved with alumni duties, which includes keeping 
up-to-date mailing lists of alumni. 
c. Commencement Program. Thirty-six per cent of the assistants 
ordered diplomas whereas 29 per cent supplied the lists of 
degree candidates. 
d. Scholastic Records. The scholastic records duties such 
as preparing lists were performed by 65 per cent of the 
assistants, whereas 77 per cent recorded grades, prepared 
grade sheets, and issued transcripts. 
e. Placement Service. Less than 6 per cent of the 
assistants to the 463 registrars were concerned 
with placement duties. 
f. Publications. Proofreading the catalogue was the 
principal duty as indicated by 21 per cent of the 
assistants to the 463 registrars. 
g. Registration. Forty-six per cent of the assistants 
were at least partially responsible for registering 
students at the beginning of each semester, while 
41 per cent distributed completed registration data. 
h. Schedule Planning. Eighteen per cent assign class-
rooms while 16 per cent prepare the schedule of 
courses and distribute the schedules of faculty and 
students. 
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i. Scholarship Program and Testing. Less than 8 per cent 
were concerned with scholarship programs, while only 5 
per cent had testing duties. 
j. Miscellaneous Activities. Twenty-four per cent of the 
assistants were partially responsible for the completion 
of government surveys. 
From an analysis of the duties performed by assistants to 
the 463 registrars, it is evident that many of the duties 
performed by assistants are clerical in nature and do in-
volve many business competencies. 
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13. More than 74 per cent of the registrars found business com-
petencies necessary for work, needed for efficiency, or use-
ful for work. Approximately 25 per cent did not value the 
use of business competencies in their work; however, the 
majority of these respondents had not had courses in business. 
14. Seventy-two per cent studied one or more business courses at 
high school, business school, or college. Only 28 per cent 
of the registrars had no business training. 
15. Of the 14 business courses studied by the responding regis-
trars, accounting was studied in college by 84, or 18.14 per 
cent, of the registrars. Accounting, record keeping, and book-
keeping were studied at business school by 9 per cent, whereas 
22 per cent studied these courses in high school. Typewriting 
was the second business course studied in college as indicated 
by 72, or 16 per cent; however, it was the business course 
most frequently studied in business school by 69, or 15 per 
c~nt, and in high school by 144, or 31 per cent. Of the 62 
per cent who studied typewriting, 32 per cent found it useful. 
16. Shorthand was studied by 37 per cent, but only 5 per cent 
found it useful. 
17. The ten most frequently used techniques which were indicated 
by the registrars, together with the percentage of respondents 
' who used these techniques, are as follows: 
a. Composing letters 84 per cent 
b. Supervising assistants 77 per cent 
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c. Interviewing 74 per cent 
d. Counseling students 73 per cent 
e. Dictating letters 64 per cent 
f. Figuring grade averages 58 per cent 
g. Knowing.of proofreaders' marks 53 per cent 
h. Typewriting 45 per cent 
i. Skill in report writing 43 per cent 
j. Techniques of proofreading 42 per cent 
18. The twelve most frequently used techniques which were often 
used by the assistants are listed by percentage as follows: 
a • Typewriting 
b. Filing 
c. Operating transcript copy 
machines 
d. Figuring grade averages 
e. Supervising assistants 
f. Operating calculators 
g. Transcription 
h. Interviewing 
i. Shorthand 
j. Techniques of proofreading 
k. Operating mimeograph 
1. Skill in report writing 
75 per cent 
64 per cent 
57 per cent 
54 per cent 
43 per cent 
39 per cent 
33 per cent 
30 per cent 
30 per cent 
29 per cent 
29 per cent 
25 per cent 
19. The 463 registrars indicated a combined total of 779 problems. 
The prob~em areas and the percentages of responses falling in 
each area were as follows: Admissions, 33.25 per cent; Scho-
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lastic Records, 16.17 per cent; Registration, 12.58 per cent; 
Schedule Planning, 10.91 per cent; Publications, 8.34 per 
cent; Miscellaneous Activities, 5.52 per cent; Commencement, 
4.37 per cent; Alumni Association, 3.85 per cent; Placement, 
2.44 per cent; Scholarship Program, 2.06 per cent; and Test-
ing, .51 per cent. 
20. The ten most pressing professional problems, as indicated by 
20 to 40 per cent of the registrars, were as follows: 
a. Need for a clearly defined status for registrars including 
the rank of a registrar. 
b. Conflicts involved in scheduling classes and/or examina-
tions. 
\ 
c. Difficulty in obtaining all faculty grades on the scheduled 
date due. 
d. Lack of sufficient competent secretarial staff. 
e. Lack of uniformity in evaluating transcripts of foreign 
students. 
f. Need for clearer lines of communication between the faculty 
and the registrar's office. 
g. Insufficient time to do needed research. 
h. Lack of a stated salary schedule for registrars. 
i. Need for the establishment of a professional training 
program for registrars. 
j. Need for clarification of duties between (1) the office of 
the registrar and the office of the dean, and (2) between 
the office of the registrar and the admissions director. 
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Conclusions 
The following conclusions are reached as a result of this inves-
tigation and analysis: 
1. The professional status and academic rank of registrars are 
dependent to a large degree upon the philosophy of the admin-
istrators in the various institutions throughout the United 
States. 
2. The academic attainment of the registrars ranges from a high 
school diploma to a Ph.D., with more than half of the regis-
trars holding the master's or doctorate degrees. 
3. There is no prescribed educational program or predetermined 
competencies that are required for the position of registrar. 
4. The duties commonly performed by the registrars are varied 
and they change considerably from institution to institution. 
5. Regardless of the size of the institution, there is consider-
able uniformity in the problem areas which are encountered by 
registrars. 
6. The registrars of a considerable number of institutions are 
concerned with the limited number of qualified secretarial 
and other assistants. 
7. Opportunities for the registrars to do research is limited 
because of a multiplicity of duties and responsibilities. 
8. In the opinion of the registrars, business skills and com-
petencies are important in performing the work of the reg-
istrar's office. 
Recommendations for Improving the Position 
of the Registrar 
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In view of the foregoing findings and conclusions, the follow-
ing recommendations are suggested: 
1. The training of the registrar should be as well defined as 
that of any profession. Every registrar, as registrar, 
should have a voice on matters of administration and should 
take part in policy making. 
2. Some definite educational standards should be established for 
the training of registrars. An organized college major or at 
least a minor should be available in this field. 
3. Each registrar should develop an office manual so that routine 
duties can be performed more efficiently. 
4. A concentrated effort should be made with the administration 
to provide more qualified full-time assistants. 
5. Registrars should concern themselves with modern business 
practices and procedures in managing their offices, and those 
most highly qualified and with a leaning toward research 
should be given the opportunity to pursue it. 
Suggestions for Further Research 
In completing the present study, the author became acquainted 
with several areas that need special investigation. The following areas 
appear to warrant further research: 
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1. What is the position of the registrar in the organizational 
structure of the institution? 
2. What should be considered as the minimum in educational re-
quirements for the preparation of registrars? 
3. In terms of duties and functions, what is the relationship 
between the director of admissions and the registrar; between 
the dean of students and the registrar; and between the 
director of personnel services and the registrar? 
4. In the colleges of less than 1,000 students, what are the 
duties that do not necessarily belong in the office of the 
registrar? 
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APPENDIX A 
MEMBERS OF PILOT GROUP 
AND THOSE WHO WERE INTERVIEWED 
MEMBERS OF PILOT GROUP 
Anna Maria College 
Assumption College 
Boston College 
Bowdoin College 
Brandeis University 
Brown University 
Clark University 
College of the Holy Cross 
Dartmouth College 
Ennnanuel College 
Fairfield University 
Gordon College 
Harvard College 
Massachusetts Institute of 
Technology 
Newton College of the Sacred 
Heart 
Northeastern University 
Providence College 
Regis College 
St. Anselm's College 
St. Joseph College 
St. Michael's College 
Simmons College 
Smith College 
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Paxton, Mass. 
Worcester, Mass. 
Chestnut Hill, Mass. 
Brunswick, Maine 
Waltham, Mass. 
Providence, R. I. 
Worcester, Mass. 
Worcester, Mass. 
Hanover, N. H. 
Boston, Mass. 
Fairfield, Conn. 
Beverly Farms, Mass. 
Cambridge, Mass. 
Cambridge, Mass. 
Newton, Mass. 
Boston, Mass. 
Providence, R. I. 
Weston, Mass. 
Manchester, N. H. 
Hartford, Conn. 
Winooski, Vermont 
Boston, Mass. 
Northampton, Mass. 
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Springfield College Springfield, Mass. 
University of Connecticut Storrs, Conn. 
University of New Hampshire Durham, N. H. 
Wheaton College Norton, Mass. 
Williams College Williamstown, Mass. 
MEMBERS OF PILOT GROUP INTERVIEWED 
Assumption College 
Boston College 
Brown University 
College of the Holy Cross 
Dartmouth College 
Emmanuel College 
Harvard College 
Massachusetts Institute of 
Technology 
Northeastern University 
Regis College 
St. Anselm's College 
S innnons College 
Springfield College 
University of New Hampshire 
Worcester, Mass. 
Chestnut Hill, Mass. 
Providence, R. I. 
Worcester, Mass. 
Hanover, N. H. 
Boston, Mass. 
Cambridge, Mass. 
Cambridge, Mass. 
Boston, Mass. 
Weston, Mass. 
Manchester, N. H. 
Boston, Mass. 
Springfield, Mass. 
Durham, N. H. 
APPENDIX B 
LETTER TO REGISTRARS REQUESTING AN INTERVIEW 
mount ~aint mary Q:ollcgc !looksctt + 1\rtu !lampshirc 
January 12, 1960 
Dear 
Thank you for your prompt and helpful reply to my Check 
List - A .Study of the Functions and Problems of Registrars 
in Accredited cOTleges and Universities. 
I sent the Check List to thirty registrars in New England 
in order to pre-test this instrument and I hope to have 
the opportunity of discussing it with most of them. 
Would it be possible for you to give me about half an hour 
of your time in the early afternoon of 
? or ______ ..
I am looking forward to seeing you and hearing your views on 
the functions and problems of registrars. 
JFM/sfd 
Enclosure 
Sincerely yours, 
Jacqueline Mara 
Registrar 
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APPENDIX C 
FINAL FORM OF THE CHECK LIST 
Check List For 
A Study of t{l.e Functions and Problems of Registrars 
in Accredited Colleges and Universities 
I. Name of College or University 
2. State in which located 
3. Total school enrollment Full-time Part-time 
4. Official title of your position 
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--------------------------------------------------------------------
5. Number of years in position 
6. Did you apply for present position? 
7. If no, how did you obtain it? 
8. If promoted, what was your previous position? 
9. 
10. 
Are you a member of the faculty? 
---------------
Do you teach one or more courses? 
If so, please list the courses 
which you teach 
11. Your professorial rank 
12. Give the title of your immediate superior 
Yes 
Yes 
13. Number of employees supervised by you 
Full-time 
Admissions Officer 
Assistant Registrar 
Recorder 
Receptionists 
Secretary 
Clerk 
IBM Personnel 
Student Assistants 
Others (Give title) 
Yes No 
------------
No 
----------------
No 
--------------
Part-time 
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Page 2 . 
14. How many hours .do you work per week as registrar? 
15. Are you employed by the college during the Summer? Yes No 
16. State how many weeks vacation you receive yearly? 
17. In what capacity do you participate in the following? 
1 2 
Committee 
Admissions 
Scholarships 
Curriculum 
Discipline 
Please list others: 
Chairman 
-------- --------
Please check 
3 
Secretary 
4 
Member 
18. Does the registrar take the minutes of the faculty meetings? Yes 
19. Please indicate your present degrees and the number of semester hours 
completed beyond your present degrees 
1 2 3 4 
No 
Degree for which you Additional s erne s ter 
Degrees Degrees held are a candidate hours completed 
Associate 
B.A. 
B.S. 
M.A. 
M.S. 
Ed. M. 
6th yr.Certif. 
Ed. D. 
Ph. D. 
20. Please give your major subject in preparation for your 
Bachelor's Degree 
Master's Degree 
Sixth-Year Certificate 
Doctor's Degree 
Page 3 
21. Please name educational institution and give title of teaching or 
administrative positions which you have held therein; also indicate by 
a check (v1 whether full or part-time. 
1 2 3 4 
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Educational hstitution Title Full-time Part-time 
22. Give positions which you have held in non-educational institutions 
1 2 3 4 
Company Title Full-time Part-time 
23. Check (v{under Columns A-C where the follow1ng courses were studied. 
24. 
Check (v1 under Column D the courses which you found most useful for 
your work as registrar. 
A B c D 
High Business Univ. or Most useful to 
Formal Courses School School College Registrar 
Office Management 
Shorthand 
Typewriting 
Business English 
Secretarial Training 
Accounting 
Bookkeeping 
Record Keeping 
Office Machines 
Filing 
Insurance 
Personnel Management 
Business Law 
Business Corresponde:rx::e 
Under which of the following would you classify busmess 
requirement for the work of registrar. 
education as a 
Pleas e Check 
Work cannot be done without it. 
Work cannot be done effectively without it. 
Business Education useful in the work of a registrar. 
Business Education of no great value in the work of a registrar. 
... -o-
a. What ~the frequency of use by your assistant of the following skills and techniques? Check Column 2 
b. What is their Jrequency of use by the registrar? Check Column 3 
c. Where did you acquire these skills and techniques? Check Column 4 
1 2 3 4 
Where Registrar Acquired 
Skills and Techniques 
Used by Assistant Used by Registrar Bus. High Self 
Skills and Techniques Pften Rarely Never Often Rarely Never College School School Taught 
Shorthand 
Typewriting 
Transcription 
Oper. Calculators 
11 Mimeograph 
11 Liquid Duplicators 
11 Address-o-graph 
" Transcript Copy Machine 
Filing 
Interviewing 
Billing 
Composing letters 
Dictating letters 
Balancing accounts 
Preparing newspaper releases 
Supervising assistants 
Counseling students 
Knowledge of postal laws 
Ability to take minutes of meetings 
Techniques of pro<.£ reading 
Knowledge of proof readers' marks 
Skill in report writing 
Figure grade averages 
IBM data processing 
IBM_key_ s~rt 
- - -- ---- -- -- --- - -
1-' 
00 
0\ 
a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
i. 
j. 
k. 
l. 
m. 
n. 
o. 
p. 
I. Please read the DUTIES in Sections A-K and check (V"Y 
under Column I those duties which you perform. 
.!:'age !> 
II. Please check (vY under Column II those duties which you assign. 
III. Under Column III check (,.A" those duties which you consider give 
rise to problems. 
IV. Please check (v-runder Column IV where you acquired the knowledges 
and skills and double check (./.,r where you think they should be acquired. 
I. II. III. IV. 
DUTIES Duties Duties Give Where Acquired by Re~ istrar 
A. Performed Performed Rise to Bus. High pn-the-
ADMISSIONS >y Registrar by Assistant Problems College School School job 
Mail catalogues 
Collect application fees 
Send for transcripts 
Send for recommendations 
Send for Col!. Entr. Exam. Results 
Interview applicants 
Visit high schools to address students 
Administer the college entrance tests 
Serve on admissions committee 
Act as secretary to admissions committeE 
Plan "high school day" visits 
Plan the freshman orientation program 
ProviCie general information to students 
Reserve rooms for resident students 
Evaluate foreign students 1 credentials 
Evaluate transfer students 1 credentials 
Other Admissions Activities 
~ 
00 
" 
' 
I. II. III • IV. 
. Duties Duties Give Where Acquired by Registrar 
B. Performed Performed Rise to Bus. High On-the-
ALUMNI ASSOCIATION py Registrar by Assistant Problems College School School 
' 
job 
a. Serve as contact between Alumni Assoc. 
and the college 
b. Help in planning Alumni Reunion or 
Home Coming Day 
c. Work through Alumni groups in order 
to recruit students 
d. Keep up-to-date mailing lists of Alumni 
Other Alumni Activities 
c. 
COMMENCEMENT PROGRAM 
a. Prepare and order diplomas 
b. Prepare graduation program 
c. Order academic caps, gowns, and/or hood 
d. Order commencement invitations 
e. Address commencement invitations 
f. Assist in planning commencement 
g. Supply lists of degree candidates 
Other Commencement Activities 
' 
D. 
SCHOLASTIC RECORDS 
a. Prepare class lists for grade sheets 
b. Record the students 1 grades 
c. Prepare the students 1 report sheets 
d. Analysis of grades 
1-' 
00 
00 
.a:- u.o ...... 
I. II. III. IV. 
Duties Duties Give Where Acquired by Registrar 
Performed Performed Rise to Bus. High On-the-
y Registrar by Assistant Problems College School School job 
e. Prepare the honor roll and dean's list 
f. Prepare transcripts 
g. Issue mid-semester warnings 
h. Evaluate records of candidates for grad. 
i. Compile statistical reports involving grade 
j. Annual enrollment statistics by depts. 
k. Notify high schools of freshmen grades 
1. Issue probation notices 
Other Scholastic Records Activities 
E. 
PLACEMENT SERVICES 
a. Find part-time employment for students 
b. Find Summer employment for students 
c. Find employment for graduates 
d. Find employment for alumni 
e. Contact prospective employers 
f. Distribute career literature to the students 
g. Counsel students 
h. Handle faculty recommendations which 
are on file for seniors 
i. Plan "career day" programs 
j. Prepare placement credentials for 
prospective employers 
Other Placement Services Activities 
F. 
PUBLICATIONS 
a. Prepare catalogue material for printer 
b. Collect material for the catalogue from 
the faculty 
...... 
00 
\0 
I. II. III. IV. 
Duties Duties Give Where Acquired by Registrar 
Performed Performed Rise to Bus. High On-the-
~y Registrar by Assistant Problems College School ~chool job 
c. Proof read the catalogue galleys 
d. Assist in compiling the students' handbook 
·e. Prepare the academic calendar 
f. Assist in preparing the social calendar 
g. Assist in editing the college newspaper 
h. Assist in editing the yearbook 
i. Assist in preparing the alumni bulletin 
j. Compile admissions' leaflets 
Other Publications Activities 
G. 
REGISTRATION ACTIVITIES 
a. Assist students in selecting courses 
b. Assist in planning pre-reg. dates 
c. Register students at the beginning of sem. 
d. Distribute completed registration data 
e. Collect registration fees and tuition 
f. Prepare and distribute enrollment figures 
g. Analyze and revise registration procedure 
Other Registration Activities 
H. 
SCHEDULE PLANNING 
a. Prepare the schedule of courses 
b. Prepare the examination schedule 
c. As sign class rooms 
d. Prepare the proctor's schedule 
e. Distribute the completed examinations 
f. Distribute the schedules of faculty 
members and of students 
Other Schedule Planning Activities ._. 1.0 
0 
I. II. III. IV. 
Duties Duties Give Where Acquired by Registrar 
I. fer formed Performed Rise to Bus. High On.- the-
SCHOLARSHIP PROGRAM l:!Y Registrar by Assistant Problems ~ollege School School job 
a. Assist in administering schol. and loans 
b. Administer the tests for scholarships 
c. Correspond with students relative to schol 
d. Assist in handling Federal Aid to Ed. loans 
Other Scholarship Pro~ram Activities 
J. 
TESTING PROGRAMS 
a. Handle appl. for standard examinations 
b. Administer the standard examinations 
Other Testing Program Activities 
(Such as: Soph. Tests, Grad. Record, 
National Teacher, Langua~e) 
K. 
MISCELLANEOUS ACTIVITIES 
a. Cash checks for students 
b. Handle students' insurance claims 
c. Complete government survey reports 
on enrollment 
d. Arrange appointments for the Dean 
e. Prepare class notes and examinations 
f. Adviser to veterans 
g. Adviser to foreign students 
Other Miscellaneous Activities 
1-' 
\0 
1-' 
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27. If you would like a copy of the findings of this study, I shall gladly 
send you one upon its completion, please check ( ). 
Finally, as one registrar to another, I would be deeply interested in 
knowing what you consider to be some of our most pressing professional 
problems. And, if you care to do so, suggest solutions. 
Please give your name in full 
I am grateful to you for your cooperation 
and I am looking forward to hearing from you. 
Jacqueline Mara, Registrar 
Mount Saint Mary College 
Hooksett, New Hampshire 
Date 
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APPENDIX D 
LETTER TO 600 REGISTRARS REQUESTING 
THEIR ASSIS~NCE IN COMPLETING THE CHECK LIST 
mount ~aint mar~ <iolltgt iltooksttt + Rrt\1 iltampshirt 
April 4, 1960 
Dear Registrar: 
The purpose of this letter is to request your assistance in a study 
of the functions and problems of active registrars in accredited 
colleges and universities. Some outstanding colleges and univer-
sities have already cooperated. 
It is with great pleasure that I inform you that Dean William F. 
Adams, President of the American Association of Collegiate 
Registrars and Admissions Officers, has taken a personal interest 
in this study and has expressed the wish that those registrars to 
whom the Check List is sent will cooperate by completing it. 
Professor Lester I. Sluder and Registrar Donn W. Hayes, both 
of Boston University, are professionally associated with it. 
Surprisingly enough, comparatively little has been done by way 
of investigation into this subject which is so important not only 
to registrars but also to all who are professionally connected with, 
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or interested in, our colleges and universities. This study will 
involve the estimation of the duties and problems of active registrars, 
with special attention given to the importance of a background in 
business education in the registrar's work. 
All data supplied by you will be kept absolutely confidential. 
I shall appreciate it if you will check and return the enclosed form 
before May 15th or as soon as convenient thereafter. It should not 
take more than twenty minutes. 
Be assured of my thanks for the time and the work which your 
assistance has entailed. 
Enclosure: Check List 
Stamped Envelope 
Sincerely yours, 
Jacqueline Mara 
Registrar 
APPUDJX I 
JOU.OW•UP UT'l'lll 
mount £'aint mar~ (iollrgr illooksrtt + Rr\\1 illampshirr 
Dear 
-------
Could it be that the check list I mailed to you 
April 4th has slipped out of your memory - or 
into the ''miscellaneous"? 
The returns have been most gratifying but 
I really would liKe to hear from you before 
June 30th. I simply cannot delay my wor~ on 
the returned check lists beyond that date. 
Best wishes for a very pleasant summer. 
JFM/sfd 
June 17, 1960 
Sincerely you~s, 
Jacqueline Mara 
Registrar 
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